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FOREWORD 


The Caldwell Technical Institute was founded upon the 
premise that it should become a "community school", offer- 
ing programs at all levels to the extent of its legal 
authority, to all races, and to both sexes. 


This commitment is being carried out and planned for 
through adult basic education courses for those who have 
not learned to read and write or who did not complete the 
eighth grade, through courses designed to help persons 
who did not graduate from high school prepare themselves 
to take the high school equivalency exam, through courses 
and workshops designed to enable persons to live a fuller 
life and to solve problems that confront them, through 
extension courses designed for employed persons to 
improve their skills while continuing their employment, 
and through curriculum programs announced in this catalog 
which are designed to prepare persons for initial 
employment. 


The announcements herein result from our commitment as 
a "community school," for hundreds of lay and professional 
citizens in Caldwell County have helped to analyze our 
needs and to design courses and programs to meet them. 


ihissis an “Introductory Catalog’ designed*to help you 
decide whether Caldwell Technical Institute might be a 
good place for you to further your education and develop 
certain skills. A more formal printed catalog will be 
available later. Please let us know of additional infor- 
mation you need in order to make intelligent decisions 
concerning our offerings. 


It is our purpose to provide the highest quality pro- 
grams possible at a cost which our citizens can afford. 


H. Edwin Beam 
President 
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ACADEMIC CALENDAR 
1966 — 1967 


Patil Quarter 


1966 
september) 6) nC af mem eed Registration 
SHEN A SLi Yow ea | ite eee Reged ed oe ae neal eg led ad Classes Begin 
November 23 - -------------- Fall Quarter Ends 


Thanksgiving Holidays - November 24 and 25 


Winter Quarter 


1966 
November 28 and 29 ------------ Registration 
November 30 - ------=----7----- Classes Begin 
February 24. = - = -— 2.5 - >> => >> Classes End 


Christmas Holidays - December 21 - January 1, 1967 


Spring Quarter 


1967 
March 1 and 2) -------------- Registration 
March 6 ----------------- Classes Begin 
May 23 --------'---------- Classes End 


Easter Holidays dt aaa March 24 
Easter Monday, March 27 


Summer Quarter 


PoC 
June 5 and 6--------------- Registration 
June 7 ------------------ Classes Begin 
August 23- ---------------- Classes End 
Holiday-----~--------- July 4 


GENERAL INFORMATION 


History 


Several historical events are important in the develop- 
menteot the Caldwell Technical Institute. 


The 1963 North Carolina General Assembly passed the 
Community College Act creating a system of comprehensive 
community colleges, technical institutes, and industrial 
education centers in the State under the State Board of 
Education. 


In January, 1964, the Caldwell Technical Institute was 
tentatively approved by the State Board of Education. 
On March 28, 1964, the people of Caldwell County approved 
the institution through a bond note of $600,000 for the 
purchase of the site and construction of the facilities 
and up to 5 cents tax authorization for operating the 
Pictacution. Final approval by the State Board of 
Education followed on April 2, 1964. 


The president was selected in October, 1964. The site 
was selected in January, 1965. Selection of the architect 
was made in February, 1965. 


Location 


The Caldwell Technical Institute is to be located on 
Highway 321, approximately five miles south of Smith's 
Crossroads. The Institute property adjoins the Hudson 
High School property. 


Since the Institute buildings will not be ready for 
occupancy by September, 1966, classes will begin in tempo- 
rary quarters. 


AREAS OF STUDY 


Techwical Curricula 


All technical curricula operate on a full-time two year 
program basis. These programs emphasize theory more heavily 
than do vocational programs and consist of highly specialized 
occupational areas. 

Technical curricula expected to be offered by the Caldwell 
Technical Institute for the 1966-1967 Academic year include: 


Business Administration Furniture Drafting and Design 

Executive Secretary Library Assistant 

Medical Secretary 

Graduates of these programs will be awarded the Associate 
in Applied Science Degree. 


Vocational Curricula 


Vocational programs are generally for one year or less in 
duration. Emphasis is given to specific manipulative skilis 
or application of understanding. Some knowledge of mathematics. 
the sciences, and communicative skills is also required. 


Examples of vocational programs expected to be offered by 
The Caldwell Technical Institute for the 1966-1967 Academic 
year include: 


Automotive Mechanics Furniture Drafting 

Carpentry Maintenance Mechanic 

Cosmetology Masonry 

Electrical—Electronic Practical Nurse Education 
Drafting Production Assistant (Furniture) 


Electrical Installation Welding 
and Maintenance 


Graduates of these programs will be awarded a diploma by 
The Caldwell Technical Institute. 


AREAS OF STUDY - NON-CURRICULUM OFFERINGS 
Extension Offerings 


The Caidwell Technical Institute will offer annually a 
number of courses by extension for those persons who are 
employed, and who wish to upgrade their occupational 
levels. 


Bxtension courses will be offered in the late after- 
noons and evenings, and may be offered in certain 
surrounding communities as well as on the campus. 


Many of the extension courses will be the same general 
Mature as those included in the one and two-year curricu- 
lum programs. Others will be for specific purposes of 
pre-employment or upgrading training to meet needs not 
necessarily met through curricular offerings. 


Extension courses will be announced well in advance of 
the beginning dates. 


Examples of extension offerings of a non-curriculum 
nature which could be offered include: 


Creative Salesmanship Firemanship Training 
Advertising (Series of Courses) 
Personality Development Nurses’ Assistant Training 
Accounting Oral Communications 
Bookkeeping Principles of Supervision 
Business Machine Operation (Series of Courses) 
Rapid Writing Job Instruction Training 
Principles of Management Industrial Psychology 
(Series of Courses) Small Appliance Servicing 


and Repair 


A certificate will be awarded for the satisfactory com- 
pletion of each course offered by extension. 


General Adult Education and Community Service Programs 


Adult and community services programs will normally con- 
Sist of non-credit courses that lead to no degree or 
diploma. However, a certificate will be awarded for the 
satisfactory completion of each adult or community 
service program. 


Examples of types of offerings in this category follow: 


Social Security Public Speaking 

Law for the Layman Rapid Reading 

Personal Income Tax Personal Typing 

Personal Investments Business Law 

Interior Decoration Discussion Groups: 

Home Appliance Repair Great Decisions 
Preschool Problems Great Books 

Human Relations You and Your Community 
North Carolina History Aging and You 

First Aid World Politics 


Adult Basic Education 


Adult basic education programs are designed for adults 
who did not go to school, or who dropped out before 
completing the eighth grade. 


Classes are offered on the 0-4 level and on the 5-8 
level. Approximately 150 class hours (or six months) is 
required to complete each level. 


Adult Education High School Diploma Program 


The adult high school diploma program is a cooperative 
program between local school administrative units and the 
Caldwell Technical Institute to provide the necessary 
instruction which will enable the adult student to con- 
plete the requirements for an adult high school diploma. 


The curriculum includes classes in English, mathematics, 
science, and social studies. 
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Other 


Cultural events of various kinds will be sponsored by 
the Caldwell Technical Institute each year. These will 
be announced well in advance, open to the public, and 
generally free of charge. Certain types of events may, 
however, require charging a nominal admission fee. 


ADMISSIONS 
Admission Requirements 


The Caldwell Technical Institute is a co-educational 
institution open to any individual meeting the admission 
requirements for the particular course or area in which 
he wishes to enroll. These requirements vary with the 
Leas vOL study offered by the Institute. 


All applicants for the technical curriculum must be 
high school graduates, or be eighteen years of age or 
older and possess a high school equivalency certificate. 
The applicant must have satisfactorily completed at least 
two years of high school mathematics, preferably one year 
of algebra and one year of geometry. Physics and 
chemistry are also desirable courses for the technical 
program applicant to have completed. 


Applicants for the vocational curriculum programs 
should also be high school graduates or equivalent; 
however, an applicant may be accepted in a vocational 
curriculum who possesses maturity, mental growth, 
attitudes, aptitudes, and interests necessary for success 
in the particular curriculum for which he is applying. 


Admission Procedure 
(For One and Two-Year Programs) 


1. Secure application form and make application for 
admission. Application forms may be secured from your 


ad 





local guidance counselor by writing the Caldwell Technical 
Institute, Box 600, Lenoir, North Carolina, or by calling 
telephone number 758-2306 in Lenoir. The application for 
admission should be very carefully and accurately com- 
pleted and submitted to the Institute as early as possible 
to assure a place in the curriculum desired. Enrollment 
limits “arevsetsfor’ almost “all curriculum™orrerines. 


2. Submit the completed application. There is no fee 
to be submitted with the application. (A $2.00 regis= 
tration fee will be collected when registering. 


3.. Submit a’ transcript of ‘high ‘school records andjoe 
any post-high school work taken. These may be submitted 
at any time during the senior year in high school (if 
thevapplicant is still ‘attending hich school)a ) An 
applicant meeting all other requirements will be given 
provisional acceptance pending receipt of his final 
grades from high school. 


i Complete the General Aptitude Test battery eivedroy 
the North Carolina Employment Security Commission. These 
tests are a requirement for admission to any institution 
under the North Carolina Department of Community Colleges. 
There is an Employment Security Commission in Lenoir 
where these tests may be taken. 


). Arrange \foran interview with therpivector of 
Student Personnel or other representative of the Caldwell 
Technical Institute. The interview is a requirement for 
completing the application process. The applicant may 
arrange for the interview through his guidance counselor, 
or by calling the Director of Student Personnel at 
758-2306 in Lenoir. The interview may be arranged in the 
local school or in the Institute office in Cornelius Hall 


on the campus of Davenport Junior High School in Lenoir. 


iz 


Admission With Advanced Standing 


Students may be admitted with advanced standing by trans- 
fer from other technical institutes, colleges, or 
Miwetrotti1es.- Credits transferred from another institution 
must be of "C" grade quality or higher, and parailel close- 
ly those offered by the Caldwell Technical Institute for 
the program in which the applicant desires advanced 
standing. 


An official transcript must be submitted at least two 
weeks prior to registration day in order for advanced 
standing to be allowed. 


Certain students may by reason of work experience or 
special high school preparation be allowed to take certain 
advanced courses instead of beginning at a lower level. 
These cases will be determined individually, and usually 
on the basis of a proficiency exam. Examples of this 
might be the applicant with typing and shorthand credits 
from high school. Elective courses will be chosen by the 
student to equal the number of credit hours omitted. 


Expenses 
(For one and two-year programs) 


Registration Fee 


A registration fee of $2.00 is required of all students 
at the beginning of each school year. 


PuLcion 


Full-time students will pay tuition of $30.00 per quar- 
ter. This will be due on the registration date for each 
quarter. Part-time students will pay tuition fees of 
$2.00 for each credit hour of work taken. Students whose 
legal residence is outside of the State of North Carolina 
will pay registration and tuition fees two-and-a-half 
times the above rates. 


v (yet 





Books and Supplies 


A student is required to buy the necessary textbooks 
and supplies prescribed in the curriculum area he is 
entering. These vary widely according to currieulume 


Other Fees 


All students are urged to carry the group insurance 
available at the Institute for approximately $2.00 per 
year. 


Students in the Cosmetology and Licensed Practical 
Nurse curriculums may be required to purchase their 
uniforms. 


An activity fee of $1.00 per quarter will be charged 
all students registered for curriculum programs. 


Students may purchase year books if they desire. 


A nominal fee is charged for a cap and gown at 
graduation. 


Refunds 


Refunds for full-time students are made only when a 
student withdraws from the Technical Institute for 
unavoidable reasons. In such cases, $20.00 may be re- 
funded if withdrawal is completed within 20 calendar days 
from the beginning of the quarter. No refunds can be 
made after this time. 


ACADEMIC STANDING 


Grading System 


Official grades are issued for each student at the end 
of each quarter. Students who lack passing averages at 
mid-quarter will be notified of this fact and should 
schedule a conference with the instructor and/or 
Director of Student Personnel. 
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Students enrolled in curriculum program courses will be 


graded by the letter-grade system shown below, and 
assigned a grade point equivalent in quality points for 


each quarter scheduled. 


Numerical 
Grade Grade Grade Point Equivalent 
93-100 A - Excellent 4 quality points each qtr. 
85- 92 B -— Good 3 quality points each gtr. 
77- 84 C —- Average 2 quality points each qtr. 
70- 76 D - Below Average 1 quality points each qtr. 
Below 70 F - Unsatisfactory O quality points each qtr. 
Picer— indicates failure to complete certain 


course requirements because of exten- 
uating circumstances. 
must be removed before the end of the 


succeeding term or the grade becomes an 


Automatici'r 
WP - Student dropped the course, but had a 
passing grade average at the point of 


withdrawal. 


All incompletes 


WF - Student dropped the course, and had a 
failing grade average at the point of 


withdrawal. 


Withdrawals 


Students who withdraw from the institute during any 
quarter must first consult with the Director of Student 
Personnel, and then apply in writing for permission to 


withdraw. This protects the student's scholastic record, 


his right to re-enroll, and his right to transfer to 


another Technical Institute. 


All school property assigned to the student must be 


accounted for at the time of withdrawal. 


hes: 


Schedule Changes 


Change of schedule after registration has been completed 
will be made only with permission of the Director of 
Student Personnel. 


Attendance 


The nature of technical and vocational curricula makes 
it necessary that students attend all class sessions. 
Therefore, no system of "cuts" has been developed by the 
Institute. Students are expected to attend every class 
session unless personally ill or there are other unusual 
circumstances. 


Academic Probation 


Students failing to maintain a 2.0 overail grade point 
equivalent average will be considered on academic pro- 
bation, and may be required to modify his regular course 
load. A student may be asked to withdraw from a regular 
curriculum program if his grade point average drops 
below 1.0. 


Requirements for Graduation 


A student is eligible for graduation when he has ful- 
filled the following requirements: 


1. He has satisfactorily completed all the requirements 
of the curriculum in which he is enrolled. 


2. He hasssufficient quality points for an overall 
average of 2.0. 


3. He has taken care of all financial obligations to 
the Caldwell Technical Institute. 
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Honors 


A graduating student who has earned an overall quality- 
point average of 3.0 or better during his work at the 
Caldwell Technical Institute will receive his diploma or 
degree "With Honors”. 


STUDENT PERSONNEL ACTIVITIES AND SERVICES 


ee ee 


Counseling 


Opportunity for counseling services is made available 
to every student enrolled in the Caldwell Technical 
Institute. Counseiing services are availabie for the 
discussion of personal probiems affecting the satis-— 
factory progress of the student in his chosen curriculun, 
for the discussion of his educational progress and for 
the discussion of work or study habits. 


Each student is also assigned a faculty advisor to whom 
he may go for help. 


Fixvancial Aid 


scholarships 


A limited number of scholarships are availabie at 
present; however, more scholarships are expected in the 
near future. Students desiring such aid should make this 
known when filing an admission application. 


Self-help opportunities of a limited nature will be pro- 
vided by the Caldwell Technical Institute to selected stu- 
dents who need to work in order to remain in school. 
Long-Term Loans 

National Defense Student Loans —- The Caldweli Technical 


Institute is participating in the National Defense Student 
Loan Program making funds availabie to students or entering 


iy; 


freshmen who are taking at least a haif-time schedule in 
one of the associate-degree programs. The College 
share, 10 per cent, is being contributed by civic 
organizations. 


for students to borrow up to $1,000 in any one year. 
Three per cent interest per year is charged on the unpaid 
balance beginning one year after the borrower ceases to 
pursue a course of study at an institution of higher 
learning. The total loan must be repaid in ten years. 
Students may make application through the financial aid 
counselor in the Student Services Office. 


North Carolina Funds for Vocational and Technical 
Students - The Caidwell Technical Institute is partici- 
pating in the student ljloan program established by the 
State Board of Education making financial assistance 
available to those students enroiled full time in a 
vocational or technical education program. Qualified 
students may borrow up to $300.00 in any year. Three 
and one-half per cent interest per year is charged on the 
unpaid balance beginning: one year after the borrower 





fe 


ceases to pursue a full-time course of study at Caldwell 
Technical Institute. The total loan must be repaid in 
five years. Students may make application through the 
financial aid counselor in the Student Services Office. 


Funds to support this ioan program are limited, but it 
is hopeful that additional monies will be contributed by 


other organizations for this worthwhile purpose. 


Draft Deferment 


Draft Deferment forms are mailed to local Selective 
Service Boards upon request aiter registration. 


Placement Services 


A placement service will provide for graduates of the 
Caldwell Technical Institute. Personal-data sheets on 


18 


each student will be prepared for prospective employers. 
Interviews will be arranged as opportunities arise. 


Student Housing 


No dormitory facilities are available at the Caldwell 
fechercabsinstitute. 


Veterans 
Qualified veterans who are admitted for instruction may 
be approved upon presentation of the Certificate of 


Eligibility issued by the Veterans Administration. Stu- 
dents will be accepted under Public Law 550 or Public Law 
16-610. Veterans under Pubiic Law 550 are responsible 
directly to the school for payment of all costs. The 
Veterans Administration will pay the fees of students who 
come under Public Law 16-610. 


Books and Supplies 


Students are responsible for securing their own text- 
books and other suppiies which may be required. Since 
these items may be used on the first day of classes, they 
should be purchased on the day of registration. The 
College bookstore is kept open extra hours during regis- 
tration. 


Library Facilities 


The library has a collection of over 7,000 books and 
catalogued pamphlets and receives over 75 periodicals. 
New titles are being added continuaily. The open-shelf 
system is used; students are encouraged to browse and use 
the reading room as a quiet place to study. 


Studio, Laboratory, and Shop Equipment 
Ample opportunity for students to make practical appli- 


cation of their classroom work is an inherent part of 
many programs offered at the Institute. Within the 


a a 


amework of régzulations, which are always necessary when 
ive -quipsent is involved, students have some of 


é bes j4ipment available for their use. 
L 
} s J 
this school has no system for allowing absences from 
4432: Absences are a serious deterrent to good 
t is impossible to receive instruction, 


gain skill when absent. As all 
aduits with many responsibilities, an 
occasionai apsence from class might be absolutely neces- 
sary; however, such absences in no way lessen the 
student's responsibility for meeting the requirements 
of the class. There is always, however, a direct rela- 
tionship between the number of class absences and the 
final grade. It is the student's responsibility to 
contact che instructor for any missed assignments. 
Explanation for an absence will not be demanded, but as 
a matter of courtesy the reason for it should be given 
CO ENS. ans tructor, 


SURE 5; OL 


students are 


Student Conduct 


Institute students are considered to be mature indi- 
viduals, Their conduct, bothein and, out of school. as 
expected to be that of any respectable adult in a 
public place. Under these circumstances, it is expected 
that the students will at all times consider they are 
living in a democratic situation, and that the reputa- 
tion of the institution rests on their shoulders. Common 
courtesy and cooperation make the above suffice for a 
long list of rules and penalties. 


ASSOCIATE IN 
APPLIED SCIENCE 
DEGREE 
PROGRAMS 
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TECHNICAL CURRICULA 


The two-year technical curricular program is designed to 
prepare enrollees for technician-level occupations. More 
emphasis is given to theory than in vocational courses. 
Also, roughly one-half of the course requirements are in 
general education and the sciences underlying the 
particular occupational area. 


Page 





ADMISSION REQUIREMENTS - TECHNICTAN PROGRAM 


(4TNIMUM ADMISSION REQUIREMENTS 


Requirements for admission of a candidate to the regular 
-wo-year technology program include the following qualifica- 
fions. The candidate: 


1. Must be a high school graduate or have a State 
approved equivalent education. 


2. Must have high school credit for two units of mathe- 
matics, one of which is in algebra and the other in 
plane geometry or an equivalent in modern maizhematics. 
Competence may be determined by appropriate tests. 
Those who fail to meet the accepted standards for 
technical mathematics will be required to complete 
successfully a prerequisite mathematics course to 
remove the deficiency. A student with deficiencies 
may be admitted only when there is strong indication 
of probable success. 


3. Should have completed one unit of physical science 
with laboratory. 


4, Must submit the transcripts of high school and post- 
high school education. 


Oo 


. Must demonstrate aptitude for technician training as 
determined by standard tests. These tests will aid 
in student selection, placement, and guidance. Institu- 
tion guidance and counseling will be available to the 
student throughout his education, not jus* ac the time 
of his enroliment. 


6. Must be in acceptable condition of physical and mental 
health. Medical examination may be required at the 


discretion of the administration. 


7. Must have an interview with a designated representative 
for discussing enrollment plans and lifetime career goals. 


cS. 


CONTACT HOURS AND CREDIT HOURS 


These curriculums are to be offered on the basis of an 
average load of twenty-five contact hours per five-day week, 
eleven weeks per quarter, for six quarters. Students enrolled 
in a part-time program will be scheduled, based on class needs, 
to accomplish this average load, but over a longer period of 
time. 


Quarterly credit hours are awarded to students on the 
following arrangement: 


Credit of one quarter hour for each hour of class work 
per week for eleven weeks. The average hour of class 
will require two hours of assigned homework, for an 
average student. 


Credit of one quarter hour for each two hours of laboratory 
work per week for eleven weeks. One hour of assigned 
homework will accompany an average laboratory period of 
two hours. 


Credit of one quarter hour for each three hours of mani- 
pulative laboratory for eleven weeks. No outside work 
will ordinarily be assigned to accompany this shop period. 
Manipulative laboratories will be indicated by an asterisk. 

The following definitions will explain the foregoing terms: 


"Class work" is lecture and other classroom instruction. | 


“Laboratory” involves demonstration by instructor, 
experimentation and practice by students. 


"Manipulative laboratory" involves development of manual 
skills and, job proficiency. 
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ADMISSION REQUIREMENTS - ALL BUSINESS PROGRAMS 
MINIMUM ADMISSION REQUIREMENTS 


Requirements for admission of a candidate to the regular 
two-year Associate of Applied Science Degree program include 
the following qualifications. The candidate: 


1. Must be a high school graduate or have a State 
approved equivalent education. 


2. Must submit the transcripts of high school and post- 
high school education. 


3. Must demonstrate aptitude for business training as 
determined by standardized tests. These tests will 
aid in student selection, placement, and guidance. 
Institution guidance and counseling will be avail- 
able to the student throughout his education, not 
just at the time of his enrollment. 


4, Must be in acceptable condition of physical and 
mental health. Medical examination may be required 
at the discretion of the administration. 


5. Must have an interview with a designated representa- 
tive for discussing enrollment plans and lifetime 
career goals. 


ELECTIVES 


These programs have provisions for electives. Students 
with skills in typing and shorthand may be exeipt from 
taking BUS 302 Typewriting, BUS 303 Typewriting, and BUS 
306 Shorthand. In this case, the student is to elect a 
course of equivalent or more hours from any business 
education curriculum of the associate degree level. These 
courses are indicated in the suggested curriculum by an 
asterisk. Electives indicated by two asterisks may be 
selected from any of the associate degree-level curricula. 
The Institution may designate any of the electives, or 
may let the student elect the course. 
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BUSINESS ADMINISTRATION 


INTRODUCTION 
Purpose of Curriculum 


In North Carolina the opportunities in business are 
increasing. With the increasing population and indus- 
trial development in this State, business will become 
more competitive and automated. Better opportunities 
in business will be filled by students with specialized 
education beyond the high school level. The Business 
Administration Curriculum is designed to prepare the 
student for employment in one of many occupations 
common to business. Training is aimed at preparing the 
student in every phase of administrative work that might 
be encountered in the average business. 


The specific objectives of the Business Administration 
Curriculum are to develop the following competencies: 


1. Understanding of the principles of organi- 
zation and management in business 
operations. 

2. Understanding and skill in effective 
communication for business. 

3. Knowledge of human relations as they 
apply to the successful operations in 
the rapidly expanding business economy. 


Job Description 


The graduate of the Business Administration Curriculum 
may enter a variety of career opportunities from beginn- 
ing sales person or office clerk to manager trainee. 

The duties and responsibilities of this graduate vary in 
different firms. These encompassments might include: 
making up and filing reports, tabulating and posting 
data in various books, sending out bills, checking cal- 
culations, adjusting complaints, operating various 
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office machines, and assisting managers in supervising. 
Positions are available in businesses such as advertis- 
ing; banking; credit; finance; retailing; wholesaling; 

hotel, tourist, and travel industry; insurance; trans- 

portation; and communications. 


BUSINESS ADMINISTRATION 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title Course Hours Quarter 
Per Week Hours 
FIRST QUARTER Class. iLab:. Credit 


ENG 302 Communicative Skills: 


English 3 0 3 

BUS 302 Typewriting (Or Elective)* 1 4 3 

MA 310 Business Mathematics 3 O 3 

BUS 301 Introduction to Business 3 0 3 

BUS 351 Business Law 3 0 3 
BUS 317 Sales Development Bo es See" 

16 4 18 


SECOND QUARTER 


ENG 305 Communicative Skills: 

Report Writing 3 
BUS 320 Accounting 5 
BUS 352 Business Law 3 
SOC 302 Economics 3 
BUS 339 Marketing 238 


ae De) aon, Se ee ° 
*Elective courses must be selected from the business 
education curriculum. 


2d 


Course Title 


THIRD QUARTER 


ENG 306 Communicative Skills: 
Business Communications 

BUS 355 Interpreting Accounting 
Records 

SOC 304 Economics 

BUS 316 Retailing 

BUS 328 Business Insurance 

BUS 360 Office Machines 


FOURTH QUARTER 


ENG 307 Communicative Skills: 
Oral Communications 

BUS 364 Business Finance 

BUS 366 Budget and Record Keeping 

DPyo lie introductronacos bata 
Processing Systems 

BUS 337 Wholesaling 

Elective ** 


FIFTH QUARTER 


ENG 304 Communicative Skills: 
Speech 

BUS 365 Business Finance 

BUS 327 Advertising 

BUS 335 Business Management 

SOC 310 Applied Psychology 

Elective** 


Course Hours 


Per Week 
Class Lab. 
3 0 
3 0 
3 0 
3 0 
3 0 
S21 ee” 
1 A 
3 0 
3 0 
3 0 
3 2 
3 0 
SBN wettOS 
18 2 
2 0 
3 0 
3 2 
3 0 
3 0 
pes ae 

i? 2 


Quarter 
Hours 


Credit 


| 
{ 


| 
By eer Sn Ses, } 
**Elective courses must be selected from the associate degree. 
curriculum. The institution may elect to require courses, or. 


may let the student have a free elective. 
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Course Title : Course Hours Quarter 





Per Week Hours 
SIXTH QUARTER Class Lab. Credit 
BUS 368 Taxes 3 0 3 
BUS 333 Personnel Management 3 0 3 
BUS 332 Sales Promotion Management s Q 3 
BUS 372 Principles of Supervision | 0 5 
eie@etiares* ae Ue) a ie 

ue, 0 fi 


** Elective courses must be selected from the associate degree 
curriculum. The institution may elect to require courses, or 
may let the student have a free elective. 
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EXECUTIVE SECRETARY 


INTRODUCTION 
Purpose of Curriculum 


The demand for better qualified secretaries im our ever— 
expanding business world is becoming more acute. The pur-. 
pose of this curriculum is to outline a training program 
that will provide training in the accepted procedures 
required by the business world, and to enable persons to 
become proficient soon after accepting employment in the 
business office. 


The Executive Secretary Curriculum is designed to offer 
the students the necessary secretarial skitis in typing, 
dictation, transcrip*ion, and terminology for employment 
in the business world. The special training in secre- 
tarial subjects is supplemented by related courses in 
mathematics, accounting, business law, and personality 
development. During the last quarter, the student engages 
in six hours of office application each week in a business 
office. 


Job Description 


The graduate of the Executive Secretary Curriculum 
should have a knowledge of business terminolgy, skill in 
cictation, and accurate transcription of business letters 
and reports. The graduate mey be employed as a steno- 
grapher or a secretary. Stenographers are primarily 
responsible for taking dictation and transcribing letters, 
memoranda, or reports. The secretary, in addition to 
taking dictation and transcribing, is given more responsi- 
bility in connection with meeting office callers, screen- 
ing telephone calls, and being an assistant to an 
executive. She may enter a secretarial position in a 
variety of offices in businesses such as insurance 
companies, banks, marketing institutions, and financial 
firms. 
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EXECUTIVE SECRETARY 


SUGGESTED CURRICULUM BY QUARTERS 








Course Title Course Hours - Quarter 
Per Weel Hours 
FIRST QUARTER Class Lab. Credit 
ENG 302 Communicative Skills: 
English 5 0 3 
BUS 302 Typewriting (Or Elective)* 1 4 3 
MA 310 Business Mathematics 5 0) a 
BUS 301 Introduction to Business 5 0 5 
BUS 306 Shorthand (Or Elective)* i 4 3 
BUS 351. Business Law 2G wig Prete 
14 O 13 
SECOND QUARTER 
ENG 305 Communicative Skills: 
Report Writing 5 0 6) 
ENG 303 Typewriting (Or Elective)* i 4 3 
BUS 307 Shorthand t) 4 3 
BUS 320 Accounting = vs 6 
SOC 302 Economics 228 me oe 
be 10 138 
THIRD QUARTER 
ENG 306 Communicative Skills: 
Business Communications 6) 0 3 
BUS 304 Typewriting a 4 Ss 
BUS 308 Shorthand Li “ B 
SOC 312 Personality Development 3 U o 
BUS 360 Otrice Machines ) ‘ 5 
BUS 383E Terminology and 
Vocabulary (Business) a avy Ee 
19 10 18 


*Elective courses must be selected from the business 
education curriculum. 
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Course Title wi ue COUDSESHOUES Quarter 








Per Week Hours 
FOURTH QUARTER Class Lab. Credit 
ENG 307 Communicative Skills: 
Oral Communications 3 0 3 
BUS 356E Dictation and Transcrip- 
tion (Business) 3 2 4 
DPeeeil) “introducGion-taspata 
Processing Systems 3 2 4 
BUS 350E Advanced Typewriting 
(Business) ue 4 3 
BUS 361 Office Machines Z Z 3 
Elective ** weeks pe Ore ay 
ARS) 10 20 
FIFTH QUARTER 
ENG 304 Communicative Skills: 
Speech Pad 0 2 
BUS 357E Dictation and Transcrip- 
tion (Business) 3 2 4 
BUS 340 Secretarial Procedures fe 0 3 
SOC 310 Applied Psychology 3 0 o 
BUS 366 Budget and Record Keeping 3 0 s 
DD 30/ General Drafting ae om 3 
6 5 18 
SIXTH QUARTER 
BUS 370E Office Application 
(Business) 6 0) 6 
BUS 358E Dictation and Transcrip- 
tion (Business) 5 2 4 
BUS 371 Office Management 3 0 5 
Elective ** ae, 0 4 
15 beoes instr 


*K* 


Elective courses must be selected from the associate degree 
curriculum. The institution may elect to require certain 
courses, or may let the student have a free elective. 
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MEDICAL SECRETARY 


INTRODUCTION 


Purpose of Curriculum 


The demand for better-quaiified medicai secretaries in 
our ever-expanding medical profession is becoming more 
acute. The purpose of this curriculum is to outline a 
training program that will provide specialized training 
in the accepted procedures required by the medical pro- 
fession, and to enable persons to become proricient soon 
after accepting employment in the medical and health 
occupations . 


The Medical Secretary Curriculum is designed to offer 
the students the necessary secretarial skills in typing, 
dictation, transcription, and terminology for employment 
in the medical profession. The special training in secre- 
-tarial subjects is supplemented by related courses in 
mathematics, accounting, business law, and personality 
development. During the last quarter, the student engages 
in six hours of office application each week in a hospital 
Boepnysician Ss office, 


Job Description 


The graduate of the Medical Secretary Curriculum should 
have a knowledge of medical terminology, skill in dicta- 
tion, and accurate transcription of medical records, 
reports, and letters. The duties of a medical secretary; : 
May consist of: taking dictation and transcribing letters, 
memoranda and reports, meeting office callers and screening 
telephone calls, filing, and scheduling appointments. 

The graduate may enter a secretarial position in a variety 
of offices such as physicians', private and public 
hospitals, Federal and State health programs, and the drug 
and pharmaceutical industry. 
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MEDICAL SECRETARY 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title Course Hours Quarter 
; Per Week Hours 
FIRST QUARTER 2‘, Class’ Lab. Credit 


ENG 302 Communicative Skills: 





English 3 0 3 
BUS 302 Typewriting (Or Elective)* 1 4 3 
MA 310 Business Mathematics 5: 0 5 
BUS 301 Introduction to Business 3) 0 5 
BUS 306 Shorthand (Or Elective)* L A 3 3 
BUS 351 Business Law Reb Ole we 
14 8 Abe 
SECOND QUARTER 
ENG 305 Communicative Skills: 
Report Writing 5 0 3 
BUS 303 Typewriting (Or Elective)* 1 4 3 
BUS 307 Shorthand 1 4 3 
BUS 320 Accounting 5 2 6 
SOC 302 Economics 2 Soa Al 4 ois 
Nes 10 18 
THIRD QUARTER 
ENG 306 Communicative Skills: 
Business Communications 3 0 3 
BUS 304 Typewriting 1 4 3 
BUS 308 Shorthand a 4 3 
SOC 312 Personality Development 5 0 3 
BUS 360 Office Machines 2 2 3 
BUS 383M Terminology and Vocabulary 
(Medical) S3n 0 3 
13 10 18 


*Elective courses must be selected from the business 
education curriculum. 
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Course Title Course Hours Quarter 


Per Week Hours 
FOURTH QUARTER iss see la De Credit 
ENG 307 Communicative Skills: 
Oral Communications 5] 0 3 
BUS 356M Dictation and Transcrip- 
tion (Medical) 3 2 4 
bees introduction to Data 
Processing Systems 3 2 4 
BUS 350M Advanced Typewriting 
(Medical) 1 4 5 
BUS 361 Office Machines 2 Z 3 
BUS 384M Terminology and Vocabulary 
(Medical) Pak it gir 
1D 10 20 


FIFTH QUARTER 


ENG 304 Communicative Skills: 

Speech 2 2 
BUS 357M Dictation and Transcrip- 

tion (Medical) 5 2 4 
BUS 340 Secretarial Procedures 3 0 3 
SOC 310 Applied Psychology 3 0 3 
BUS 366 Budget and Record Keeping a 0 3 
Elective ** ples SUF? ek 

ube) 2 18 


SIXTH QUARTER 


BUS 370M Office Application 


(Medical) 6 0 6 
Pilon J9OM Dictation. and Transcrip— 
tion (Medical) 3 2 4 
BUS 371 Office Management 3 0 3 
DD 30/7 General Drafting iat ae pits FF 
14 a 16 


*kElective courses must be selected from the associate degree 
curriculum. The institution may elect to require certain 
courses, or may let the student have a free elective. 
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FURNITURE DRAFTING AND DESIGN 


INTRODUCTION 
Purpose of Curriculum 


This curriculum guide was prepared for the purpose of 
outlining a training program for students of drafting and 
design technology. There are certain identifiable duties 
which are common to all technicians of this general 
classification and which comprise the basic areas of 
technical knowledge they need. This curriculum has been 
designed for training persons in the accepted performance 
of these basic duties that will be assigned, and to 
enable the individual student to become proficient in a 
short time after he becomes employed in the industry. 


Courses in general education have been included to give 
a student the assurance that comes with education upon a 
broad base. The technician associates with many levels of 
thought and expression - administrative personnel, 
scientists, engineers, skilled workmen - and must be able 
to communicate effectively with all levels. Courses in 
the skills of conimunication, human relations, economics, 
and the field of industrial organization and management 
have been provided to assist the student to develop under- 
standing and confidence. Courses containing essential 
information from related subject areas, such as mathe- 
matics, physics, and mechanics, have been included in 
order to provide the student a better academic base for 
his training. 


Job Description 
Furniture drafting and design technicians are concerned 
with the preparation of drawings for design proposals, for 


experimental models, and items for production use. 


These technicians perform many aspects of design in a 
specialized field, such as the developing of the design of 
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a section, sub-assembly, or major component. Investigating 
design factors and availability of material and equipment, 
production methods and facilities are frequent assignments. 
They also design units and controls from specifications by 
utilizing drawings of existing units and reports on 
functional performance or design components in industrial 
fields based on engineers’ original design concepts or 
specific ideas. They are assigned as coordinators for the 
execution of related work of other design, production, 
tooling, material and planning groups. Technicians in this 
classification will often supervise the preparation of 
working drawings. 


FURNITURE DRAFTING AND DESIGN 


SUGGESTED CURRICULUM BY QUARTERS 





Course Title Course Hours Quarter 
Per Week Hours 
FIRST QUARTER Class Lab. Credit 
DDS, 301 Technical Drafting Z 6* 4 
MA 301 Technical Mathematics 5 0 5 
ENG 301 Communicative Skills: 
, Reading Improvement % 0 2 
PHY 301 Physics: Properties of 
Matter 3 2 4 
MECH 301 Materials, Tools and 
Processes tan. ae ee 
14 10 18 


*"Manipulative laboratory" involves development of skills 
and job proficiency. Credit of one quarter hour for each 
three hours of laboratory. 
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Course Title 


SECOND QUARTER 


DD 302 
MA SUZ 
ENG 302 
PHYS 02 
MECH #302 


Technical Drafting 
Technical Mathematics 
Communicative Skills: 
English 


Physics: Work Energy, 


Power 
Materials, Tools, 
Processes 


THIRD QUARTER 


DD 303 
MA oOS 
ENG 303 
PHY 03 
MECH 303 


Technical Drafting 
Technical Mathematics 
Communicative Skills: 
Technical Writing 
Physics: Electricity 
Materials, Tools, and 
Processes 


FOURTH QUARTER 


DD 304 
DES - 304 
TD 304 
DD 310 
ENG 304 


Technical Drafting - 
Furniture 

Visual Design I 
Tectonic Design 
Descriptive Geometry 
Communicative Skills: 
Speech 


Course Hours 


Per Week 
Class Lab. 
Z 6%* 
a 0 
3 0 
5 2) 
Bs D4 
1S 10 
2 6% 
Me 0 
3 0 
3 2 
z we 
‘leis 10 
Z 6 
2. 6 
2 6 
Ys 4 
eee pO 
10 Le 


Quarter 
Hours 


Credit 


4 
a) 


3 


*'"Manipulative laboratory'' involves development of skills 


and job proficiency. 


three hours of laboratory. 


38 


Credit of one quarter hour for each 


Course Title Course Hours Quarter 





wer sWeek Hours 
FIFTH QUARTER Class Lab. Credit 
DD 305 Design Drafting I - 
Furniture 2 6 4 
DES 305 Visual Design II 2 4 4 
MM 306 Upholstery Materials and 
Methods Z 2 3 
MM 305 Case Materials and Methods 2 zZ 3 
Elective ** veo) 2 Ou hee 
Hak 14 Ly 
SIXTH QUARTER 
DD 306 Design Drafting II - 
Furniture 4 6 4, 
HOw O00, oty ling 2 4 4 
SOC 301 Human Relations 2 0 a 
ISe 301 Industrial Organization and 
Management 3 0 s) 
Elective ** ewe 2s ae 
14 10 16 


**Elective courses must be selected from the associate degree 
curriculum. The institution may elect to require courses, or 
may let the student have a free elective. 
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LIBRARY ASSISTANT 


INTRODUCTION 
Purpose of Curriculum 


A two-year program designed to prepare library assistants 
for technical work in libraries - public school, hospital, 
government, and industry. The training for the Library 
Assistant is for the person who has a genuine interest in 
libraries and the services they render. 


To the outsider, library work consists of checking books 
out to library patrons and checking these same books in 
when they are returned. Although the circulation of books 
and related materials is one of the major functions per- 
formed in a library, the fact is there are other busy 
departments which contribute to the smooth operation of the 
whole organization. 


There is the librarian's office which sets policy and 
handles the administrative management of the library as a 
whole. 


There is the order department which receives requests 
from the public and the library staff for books, periodi- 
cals, pamphlets, records and films and places orders for 
these items. 


There is the catalog department which catalogues and 
classifies materials before they are ready to circulate. 


There is the reference department which houses the 
reference books and assists patrons in their use. 


In addition to these departments found in almost all 
libraries, there are libraries in universities, colleges, 
schools, and industry which are not departmentalized and 
which serve special groups of readers. 


The services of trained library assistants can be used to 
advantage in any of these libraries or departments, and the 
courses offered at Caldwell Technical Institute are geared 
to prepare students for just such opportunities. 
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Upon completion of training the Caldwell Technical 
Institute graduate will be eligible to fill a position as 
an active member of a library staff. 


Job Description 


This curriculum is in the planning stage of development. 
The following areas will be covered: 


Pepvarveocervices: Course includes instruction in 
library ethics, types of library service and the various 
libraries which employ library assistants. Orientation 
to all types of library work is provided. 


Library Resources: Instruction is given on how to 
obtain information through use of the card catalog, 
indexes, reference books, and other library materials, 


Cataloging Techniques: Instruction includes typing 
catalog cards, cataloging simple fiction, checking the 
shelf list, and related duties. 


Ordering Procedures: Techniques for ordering and 
‘processing books and other library materials are taught. 


Circulation Procedures: This course gives instruction 
in circulation work and related public services. 


Communications Media: Instruction covers various 
media related to public relations by means of stories, 
displays, and personal contacts. 


Book Binding and Book Repair: The course offers 


instruction in the binding and repair of books, pamphlets 
and magazines in accordance with library standards. 
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DIPLOMA PROGRAMS 
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VOCATIONAL CURRICULA 
One year diploma programs designed to prepare 


enrollees for trade level occupations. : Much emphasis 
is given to the development of manipulative skills. 
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ADMISSION REQUIREMENTS - TRADE PROGRAM 


The following are minimum admission requirements to the 
regular one-year trade preparatory curriculums and vocational 
programs: 


MINIMUM ADMISSION REQUIREMENTS 


A candidate for admission to the regular trade-vocational 
training programs must meet the following qualifications: 


1. Must be at least 18 years of age and have the ability 
to enter into or make advancement in the area in which 
enrolled. 


2. Must have satisfactorily completed a minimum of eight (8) 
units or accredited secondary school work. Those who 
have not successfully completed eight (8) units of such 
work will be required to take other standard and/or local 
BiSstitali1on, tests. 


3. Must demonstrate aptitude for trade-vocational training 
as determined by standard and/or local institution tests 
to insure ability to meet job requirements in the desired 
trade. 


4. Must have one (1) unit of secondary school algebra or an 
equivalent in modern mathematics. Those who have defi- 
ciencies will be required to remove the deficiency before 
completing their training. 


Provisional admittance may be granted at the discretion 
of the Center administration. 


5. Must have a personal interview with designated school 
representative. 


6. Must be in acceptable condition of physical and mental 
health to meet qualifications for a given occupation. 
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CONTACT HOURS AND CREDIT HOURS 


These curriculums are to be offered on the basis of an 
average load of twenty-five contact hours per five-day week, 
eleven weeks per quarter, for four quarters. Students enrolled 
in a part-time program will be scheduled, based on class needs, 
to accomplish this average load, but over a longer period of time 


Quarterly credit hours are awarded to students on the follow- 


ing arrangement: 


Credit of one quarter hour for each hour of class work per 
week for eleven weeks. The average hour of class will 
require two hours of assigned homework, for an average 


student. 


Credit of one quarter hour for each two hours of labora- 
tory work per week for eleven weeks. One hour of assigned 
homework will accompany an average laboratory period of 
two hours. 


Credit of one quarter hour for each three hours of shop 
practice for eleven weeks. No outside work will ordinar- 
ily be assigned to accompany this shop period. 

The following definitions will explain the foregoing terms: 


"Class work" is lecture and other classroom instruction. 


"Laboratory" involves demonstration by instructor, experi- 
mentation and practice by students. 


"Shop practice" involves development of manual skills and 
job proficiency. 


45 


AUTOMOTIVE MECHANICS 


INTRODUCTION 
Purpose of Curriculum 


This curriculum provides a training program for develop- 
ing the basic knowledge and skills needed to inspect, diag- 
nose, repair or adjust automotive vehicles. Manual skills 
are developed in practical shop work. Thorough understand- 
ing of the operating principles involved in the modern auto- 
mobile comes in class assignments, discussion, and shop 
Drache . 


Complexity in automotive vehicles increases each year 
because of scientific discovery and new engineering. These 
changes are reflected not only in passenger vehicles, but 
also in trucks, buses, and a variety of gasoline-powered 
equipment. This curriculum provides a basis for the stu- 
dent to compare and adapt to new techniques for servicing 
and repair as vehicles are changed year by year. 


Job Description 


Automobile mechanics maintain and repair mechanical, 
electrical, and body parts of passenger cars, trucks, and 
buses. In some communities and rural areas, they also may 
service tractors or marine engines and other gasoline- 
‘powered equipment. Mechanics inspect and test to determine 
the causes of faulty operation. They repair or replace 
defective parts to restore the vehicle or machine to proper 
operating condition. They use shop manuals and other 
technical publications. 


Automotive mechanics in smaller shops usually are general 
mechanics qualified to perform a variety of repair jobs. A 
large number of automobile mechanics specialize in particular 
types of repair work. For example, some may specialize in- 
repairing only power steering and power brakes, or automatic 
transmissions. Usually such specialists have an all-round 
knowledge of automotive repair and may occasionally be 
called upon to do other types of work. 
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AUTOMOTIVE MECHANICS 


SUGGESTED CURRICULUM BY QUARTERS 


COUESGm@Ebiare Course Hrs..Per Wk. Quarter 
Shop Hours 
FIRST QUARTER Class@lab. Prac. Credit 
AUTO 121 Automotive Engines 3 Om) 12 y 
MA 120 Fundamentals of 
Mathematics 5 0 0 5 
ENG 101 Reading Improvement 2 O a8 2 
PHY 104 Applied Physics I Ne) 3522 20S ahi 
e 1 2 12 16 
SECOND QUARTER 
AUTO 122 Automotive Electrical and 
Fuel Systems : 0 2 7 
PHY @eLUo* apo lied Physics h. 1 2 O 2 
ENG 102 Communication Skills Z 0 0 Js 
DDy 12D blteprint Reading OE SOM Rae ee en 
9 2 12 14 


THIRD QUARTER 


AUTO 123 Automotive’ Chassis and 


Suspensions 3 O AZ 7 
AHR 101 Automotive Air- 
Conditioning 2: 0) 0 o 
SOC 101 Human Relations 2 0 0 z 
MECH 112 Welding 0 0 3 ie 
PHY 106 Applied Physics III Lee een Om ne. 
2 2 LS 15 
FOURTH QUARTER 
AUTO 124 Automotive Power Train 
Systems 3 0 9 6 
SOC 103 Management Procedures &) 0 0 3 
AUTO 125 Automotive Servicing poner 9 6 
geo ee 3 ee ise 
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COSMETOLOGY 


INTRODUCTION 
Purpose of Curriculum 


This course outline is planned to meet the requirements 
of the North Carolina Board of Cosmetics Arts. Twelve hun- 
dred hours of instruction covers a period of ten months, 
which is equivalent to two hundred school days at the rate 
of five days per week and six hours per day. 


The first quarter of instruction consists of the funda- 
mentals of ethics, history, theory, and practice. The 
acquisition of correct habits and skills is stressed. The 
class activities include practical lessons, lectures, 
demonstrations, student practice on wefts and patrons. 


The second quarter of instruction places more emphasis on 
manipulative skills. Practical work is done almost exclu- 
sively on patrons and models. 


In the third quarter the students are capable of doing 
work unassisted and are equipped for the state examination 
and outside employment. Each student, prior to filing an 
application to the Cosmetic Arts Board for examination, is 
given a test both theoretical and practical. 


Job Description 


Cuts hair according to patron's instructions or according 
to original style (barber). Combs and waves patron's hair 
(hairdresser), occasionally suggesting or creating new and 
varied coiffures to meet individual needs (hair stylist). 
Tints or dyes hair (hair dyer). Gives hair and scalp treat- 
ments in accordance with standardized methods (scalp-treat- 
ment operator). Applies various lotions, creams, and packs 
to patron's face to clean or treat skin, remove wrinkles, 
and to apply cosmetics (facial operator). Cleans, shapes, 
and polishes patron's nails (manicurist). 
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COSMETOLOGY 


COURSES BY QUARTER 


FIRST QUARTER 


Introduction to Cosmetology 
Personality 

Bacteriology 

Sterilization 

Anatomy 

Chemistry 

First Aid and Safety 


SECOND QUARTER 


Hair 

Shampoo and Rinse 
Scalp Treatments 
Haireutting 

Hair Styling 
Permanent Waving 
Tinting and Bleaching 
Safety 


THIRD QUARTER 


Theory of Massage 

Skin 

Facials 

Electricity and Electrolysis 

Nails 

Manicuring 

Disorders» of» Skin, ‘Hair, and’ Nails 
Management 

Charm, Beauty, and Poise 
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ELECTRICAL - ELECTRONIC DRAFTING 


INTRODUCTION 
Purpose of Curriculum 


This curriculum is designed to prepare students to enter 
the field of electrical-electronic drafting. The first 
two quarters contain courses basic to all fields of draft- 
ing. The third and fourth quarters contain specialization 
and related courses that prepare one to enter electrical- 
electronic drafting occupations. 


Each course is prepared to enable an individual to 
advance rapidly in drafting proficiency upon entering the 
field of work. Courses are arranged in sequence to 
develop drafting skills and proficiency in mathematics and 
science. The draftsman associates with many levels of 
personnel - administrative, architects, engineers, skilled 
workmen — and must be able to communicate effectively with 
them. Courses to develop knowledge and skills in communica- 
tion, human relations, economics, and industrial organiza- 
tion are provided to assist the student in developing under- 
standing and confidence in his relations with other persons. 


Job Description 


Draftsman prepares clear, complete, and accurate working 
plans and detail drawings, from rough or detailed sketches 
or notes for engineering or manufacturing purposes, accord- 
ing to the specified dimensions: Makes final sketch of the 
proposed drawing, checking dimension of parts, materials to 
be used, the relation of one part to another, and the rela- 
tion of the various parts to the whole structure. Makes any 
adjustments or changes necessary or desired. Inks in all 
lines and letters on pencil drawings as required. Exercises 
manual skill in the manipulation of triangle, T-square, and 
other drafting tools. Lays tracing paper on drawing and 
traces drawing in ink. Makes charts for representation of 
statistical data. Makes finished designs from sketches. 
Utilizes knowledge of various machines, engineering practices, 
mathematics, building materials, and other physical sciences 
to complete the drawings. 
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Electrical-Electronic Draftsman prepares instrument draw- 
ings for electrical power systems, electrical parts, elec- 
tronics parts, schematics, wiring diagrams, sheet metal 
chassis, and mechanical parts applicable to the electrical 
or electronics industries. 


ELECTRICAL -— ELECTRONIC DRAFTING 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title Course Hrs. Perewk. = Ouanter 
Shop Hours 
FIRST QUARTER Class Lab. Prac.. Credit 
Doe a Drart ing 5 0 12 i 
MA 121 Geometry 5 0 0 3 
ENG 101 Reading Improvement Z 0) 0 is 
PHY 104 Applied Physics I a 2 0 2 
DDoS Use DrartinesAnalyseis oe ge eee hes 
11 Z 1s 16 
SECOND QUARTER 
DD. 132 Drarting 3 0 12 7 
MA 124 Algebra =) 0 0 a 
ENG 102 Communication Skills 2 0 0 2 
PHY LU Seappliederhver cost i 2 0 2 
DD 135 Descriptive Geometry EE a ee Oe Behe) 
1s 6 12 if) 
THIRD QUARTER 
DD 151 Electrical-Electronic 
Drafting x) 0 LZ 7 
MA 126 Trigonometry S) 0 0 ‘i 
PHY 106 Applied Physics III at v4 0 Z 
MECH 113 Shop Processes m2 2 0 ) 
ELEC 121 Electrical Machines and 
Controls hs eee 0 4 
OP Fane a 


onl 


— 


Course Title Course Hrs. Per Wk. Quarter 


Shop Hours 
FOURTH QUARTER Class Lab. Prac. Credit 
DD 152 Electrical—-Electronic 

Drafting 3 0 IZ 7 
SOC: 101 Human Relations Z 0 0) Z 
ISe 102 Industrial Organizations EB 0 0 iS 
MECH 119 Sheet Metal Shop Processes 2 2 0 3 

ELN 121 Electronic Fundamentals nae wee) * 4 
ie: 4 ie 19 


ays 


ELECTRICAL INSTALLATION AND MAINTENANCE 


INTRODUCTION 
Purpose of the Curriculum 


The rapid expansion of the national economy and the in- 
creasing development of new electrical products is providing 
a growing need for qualified people to install and maintain 
electrical equipment. By mid-1965 more than 350,000 were 
employed as either construction electricians or maintenance 
electricians. Between 5,000 and 10,000 additional tradesmen 
are required each year to replace those leaving the industry. 
It is expected that the total requirements for electrical 
tradesmen will reach 600,000 by 1968 and 700,000 by 1970. 
The majority of the electrical tradesmen today are trained 
through apprenticeship or on-the-job training programs. 


This curriculum guide will provide a training program in 
the basic knowledge, fundamentals, and practices involved 
in the electrical trades.>' A large portion of the program 
is devoted to laboratory and shop instruction which is 
designed to give the student practical knowledge and appli- 
cation experience in the fundamentals taught in class. 


Job) Description 


The graduate of the electrical trades program will be 
qualified to enter an electrical trade as an on-the-job 
trainee or apprentice, where he will assist in the planning, 
layout, installation, check out, and maintenance of systems 
in.residential, commercial, or industrial plants. He will 
have an understanding of the fundamentals of the National 
Electrical Code regulations as related to wiring installa- 
tions, electrical circuits, and the measurements of voltage, 
current, power, and power factor of single and polyphase 
alternating circuits. He will have a basic knowledge of 
motor control systems; industrial electronic control systems; 
business procedures, organization, and practices; communi- 
cative skills; and the necessary background to be able to 
advance through experience and additional training through 
up-grading courses offered in the center. 
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ELECTRICAL INSTALLATION AND MAINTENANCE 


SUGGESTED CURRICULUM BY QUARTERS 


Course: litle Course Hrs. Per Wk. Quarter 
ier Shop Hours 
FIRST OUARTER Class Lab. Prac. Credit 
MA Py > Electrical Math 5 0 0 5 
ELEC 122 Direct and Alternating 
Current 7 8 3 i 
ENG 101 Reading Improvement Z 0 0 Z 
14 8 B) is, 
SECOND QUARTER 
ELEC 123 Alternating Current and 
Direct Current Machines 
and Controls 5 10 0 10 
DD 120 Building Trades Blueprint 
Reading and Sketching 5 0 0 5 
ENG 102 Communication Skills 2 0 0 2 
SOC 101 Human Relations 2 0 0 ws 
14 10 0 19 
THIRD QUARTER 
ELEC 124 Residential Wiring 5 0 5 8 
BUN el2GePlndustrial Electronics 1 4 4 0 6 
SOC 103 Management Procedures 
or 
ISc 102 Industrial Organizations 5 0 0 i) 
12 4 ) 17 
FOURTH QUARTER 
ELEC 125 Commercial and Industrial 
Wiring 5 0 9 8 
ELN 119 Industrial Electronics II _5 6 0 8 
10 6 9 16 
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‘FURNITURE DRAFTING 


INTRODUCTION 
Purpose of Curriculum 


This curriculum is designed to prepare students to enter 
the field of furniture drafting. The first Cworquarters 
contain courses basic to all fields of drafting. The third 
and fourth quarters contain specialization and related 
courses that prepare one to enter furniture drafting occupa- 
tions. 


Each course is prepared to enable an individual to ad- 
vance rapidly in drafting proficiency upon entering the 
field of work. Courses are arranged in sequence to develop 
drafting skills and proficiency in mathematics and science. 
The draftsman associates with many levels of personnel - 
administrative, architects, engineers, skilled workmen - 
and must be able to communicate effectively with them. 
Courses to develop knowledge and skills in communication, 
human relations, economics, and industrial organization are 
provided to assist the student in developing understandings 
and confidence in his relations with other persons. 


Job Description 


Draftsman prepares clear, complete, and accurate working 
plans and detail drawings, from rough or detailed sketches 
or notes for engineering or manufacturing purposes, accord- 
ing to the specified dimensions, Makes final sketch of the 
proposed drawing, checking dimension of parts, materials to 
be used, the relations of one part to another, and the 
relation of the various parts to the whole structure. Makes 
any adjustments or changes necessary or desired. Inks in 
all lines and letters on pencil drawings as required. 
Exercises manual skill in the manipulation of drawing and 
traces drawing in ink. Makes charts for representation of 
statistical data. Makes finished designs from sketches. 
Utilizes knowledge of various machines, engineering prac- 
tices, mathematics, building materials, and other physical 
Sciences to complete the drawings. 


BS 


Furniture draftsman. Performs duties of draftsman, but 
specializes in making rough drafting sketches of proposed 
furniture pieces and then drawing necessary details from 
the sketch. Prepares accurate scale drawings of furniture 
parts or groups to reduced or full scale. Prepares specifi- 
cations and bills of materials for manufacture of part. 


Furniture Reproducer Draftsman. Makes working drawings 
and templates of antique or specially ordered furniture, 
for reproduction purposes. Draws sketch of piece showing 
all views, freehand or with drawing instruments. Mea- 
sures piece with rule and calipers, and notes dimensions 
of drawing. Makes detailed drawing of joints, carvings, 
and sections for shop use. Traces or draws outlines of 
parts on plywood or cardboard and cuts out part along out- 
line to make template. Marks identification on templates 
indicating name of part, types of construction, kinds of 
wood, and finishes, in code or words. May make drawings 
from pictures when models are not available. 
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Course Title 


FURNITURE DRAFTING 


SUGGESTED CURRICULUM BY QUARTERS 


FIRST QUARTER 


BL 
LL 
101 
104 
105 


Drafting 

Geometry 

Reading Improvement 
Applied Physics I 
Drafting Analysis 


SECOND QUARTER 


Lik 
124 
LOZ 
105 
To) 


Drafting 

Algebra 
Communication Skills 
Applied Physics II 
Descriptive Geometry 


THIRD QUARTER 


161 
AeA 
106 
Sait 


110 


Futniture Drafting 
Trigonometry 

Applied Physics III 
Upholstery Materials and 
Methods 

Case Goods Materials and 
Methods 


FOURTH QUARTER 


DD 
DD 
DD 


SOG 
ey 


162 
tN 
165 


101 
102 


Furniture Dratfcing 
Furniture Specifications 
Furniture Styling and 
Decoration 

Human Relations 
Industrial Organization 
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Quarter 
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CARPENTRY AND CABINET MAKING 


INTRODUCTION 
Purpose of Curriculum 


This curriculum provides a one-year training program for 
the instruction of students in the basic knowledge and skills 
involved in the use of hand and power tools, in commercial 
and residential types of construction, and cabinet making. 
Stress is laid on good work habits in acquiring both skill 
and craftsmanship. (Good working relationships with members 
of related trades are also stressed.) Students will be 
presented a variety of experiences and problems such as are 
encountered in the trade. 


Along with other construction--type jobs, the carpentry and 
cabinet-making field is facing a critical shortage of skilled 
craftsmen. The ever-increasing volume of construction is 
creating more job opportunities than can be filled with quali- 
fied young men. This presents a wonderful opportunity to 
those individuals willing to apply themselves and learn the 
trade. 


Hob Description 


The carpenter will generally perform general work involved 
in erecting wooden building frames, installing exterior and 
mitverior trim, Vayine floors, building concrete*forms, pour— 
ing chutes, wooden scaffolds, and similar work requiring the 
cutting, shaping, and fastening together of wood or material, 
such as fiberboard, that is treated and used the same as wood. 


Occupational opportunities will be found with private 


builders, residential builders, general contractors, cabinet 
shops, and in many industries that maintain their own building. 
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CARPENTRY AND CABINET MAKING 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title 


FIRST QUARTER 


LO 
120 
101 
10 


Blueprint Reading 
Mathematics (Geometry) 
Reading Improvement 
Cabinet Making I 


SECOND QUARTER 


122 
120 
111 
dal 
L138 


Blueprint Reading 
Mathematics (Geometry) 
Masonry 

Cabinet Making II 
Carpentry IL 


THIRD QUARTER 


tay) 
123 
114 
id5 
116 


General Drafting 
Mathematics (Trig.) 
Plumbing 

Cabinet Making III 
CarpentryscL 


FOURTH QUARTER 


CAR 
CAR 
CAR 
SOC 


cay 
TLS: 
Ti3 
101 


Materials and Finishes 
Cabinet Making IV 
Carpentry III 

Human Relations 


59 


Course Hrs. Per Wk. 
Shop 
Class, Labs) 26a. Credi ec 


Quarter 
Hours 


3 

5 

2 
vow 


18 
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GENERAL MAINTENANCE MECHANIC 


INTRODUCTION 
Purpose of Curriculum 


Recent surveys by industrial and governmental agencies in 
North Carolina have shown a marked shortage of apprentices 
and other trainees in many trades. This shortage is notably 
true in the maintenance mechanic trade. 7 


To meet the training needs of those planning to enter, or 
who have already entered this trade, this curriculum guide 
has been prepared. The variety of skilled operations and 
trade activities to which the student will be exposed should 
prove most valuable as he enters the trade. 


The training processes outlined are not intended to re- 
place the apprenticeship, but rather to provide industry 
with men ready to learn and with the background to become 
skilled maintenance mechanics. It is believed that this 
training should provide the enriched trade-training program 
needed in modern industry. 


Job Description 


The graduate of the maintenance-mechanic trade program 
will be qualified to enter modern industry and participate 
‘in the overall plant maintenance as an on-the-job trainee, 
or apprentice, where he will assist in the maintenance of 
machinery, electrical systems, welding, carpentry, and many 
other areas in the ovewall industrial operation. The grad- 
uate will be qualified in the ovenall maintenance of resi- 
dential, commercial, school, or industrial plants. 
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GENERAL MAINTENANCE MECHANIC 


CURRICULUM 


No definite curriculum has been established at this time, 
but instruction in the following areas will probably be 
covered in the curriculum: 


Electricity 

Electronic Installation 
Safety 

Blue Print Reading 

Shop Math 

As G.xCircuits and ‘Controls 
D. C. Power Control and Operation 
Welding 

Carpentry 

Lubrication 

Pneumatic Installation 
Mechanical Practices 
Operation of Machine Tools 
Hand Tools 

Machinery Operation 
Mechanical Operations 
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MASONRY 


INTRODUCTION 
Purpose of Curriculum 


The demand and the necessity for shelter, which is equaled 
only by the demand and necessity for food, means-that the 
masonry trade offers assurance of permanent employment. The 
masonry trade is, therefore, essential to the well-being and 
advancement of mankind. 


This course is designed to prepare students who are voca- 
tionally competent to take their places in the labor market 
along with journeymen brickmasons. The length of this 
course is to be 4 quarters. 


Any student accepted for this course should be capable of 
successfully completing the course, and he should be able 
to progress on the job after employment. There should be a 
close mutual relationship between the school administration, 
and members of the Craft Committee for masonry work to 
assure adequate trade preparatory training to meet local 
needs in the masonry trade. 


Job Description 
The objectives of this course are: 


To develop within the student the correct habits and 
techniques of using all masonry tools and of mixing mortar. 


To develop work habits and to teach proper safety proce- 
dures the student will use in the trade. 


To teach technical knowledge through related subjects as 
well as the manipulative skills in the masonry trade. 


To present a variety of experiences and problems in order 


to develop the student's ability to cope with the practical 
problems which will be encountered in the trade. 
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MAS ONRY 


SUGGESTED CURRICULUM BY QUARTERS 


Courses litle Course Hrs. Per Wk. Quarter 
Shop Hours 

FIRST QUARTER Class Lab. Prac. Credit 
MAS 121 Shop Theory and Practice 4 0 10 7. 
MA 120 Fundamentals of Mathematics 5 0 0 5 
DD 122 Biue Print Reading Si he 0 a 

J 0 10 Ly 
SECOND QUARTER 
MAS 122 Shop Theory and Practice 5 0 ite) 10 
MA 121 Fundamentals of Mathematics 3 0 0 3 
DDS) ei 235. Blue Printi.Readine 3 0 0 3 

Bb 0 15 16 
THIRD QUARTER 
MAS 123 Shop Theory and Practice 3 0 20 10 
SOC 101 Human Relations 2 0 0 Z 

5 0 20 12 
FOURTH QUARTER 
MAS 124 Shop Theory and Practice 3) 0 20 10 
SOC 103 Management Procedures 3 0 0 s, 
6 0 20 13 
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PRACTICAL NURSE EDUCATION 


INTRODUCTION 
Purpose of Curriculum 


The accelerated growth of population in North Carolina and 
tapid adwancement in medical technology demand an increased 
number of well-trained personnel for health services. 
Realizing this need, the State Department of Community 
Colleges, in conjunction with local hospitals, administers 
programs of practical nurse education in local school 
systems, community colleges, technical institutes, and in 
industrial education centers throughout the state. 


The aim of the Practical Nurse Education Program is to 
make available to qualified persons the opportunity to pre- 
pare for participation in care of patients-of all ages, in 
various states of dependency, and with a variety of illness 
conditions. 


Students are selected on the basis of demonstrated aptitude 
for nursing as determined by pre-entrance tests, interviews 
with faculty members, high school record, character refer- 
ences, and reports of medical and dental examinations. 


Throughout the one-year program,the student is expected to 
grow continuously in acquisition of knowledge and under- 
standines. related to nursing, the biological sciences; the 
social sciences, and in skills related to nursing practice, 
communications, interpersonal relations, and use of good 
judgment. Evaluation of student performance consists of 
tests on all phases of course content, evaluation of clinical 
performance, and evaluation of adjustment to the responsibili- 
ties of nursing. A passing score is required on all graded 
work, plus demonstrated progress in application of nursing 
skills to actual patient care. 
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Job Description 


Graduates of accredited programs of practical nurse educa- 
tion are eligible to take the licensing examination given by 
the North Carolina Board of Nursing. This examination is 
given twice each year, usually in April and September. A 
passing score entitles the individual to receive a license, 
and to use a legal title “Licensed Practical Nurse." The 
license must be renewed annually. The Licensed Practical 
Nurse can apply for licensure in other states on the basis 
of a satisfactory examination score, without repeating the 
examination. 


The LPN is prepared to function in a variety of situa- 
tions: hospitals of all types, nursing homes, clinics, 
doctors' and dentists' offices, and, in some localities, 
public heaith facilities. In all situations, the LPN 
functions under supervision of a registered nurse and/or 
licensed physician. This supervision may be minimal in 
situations where the patient's condition is stable and not 
complex; or it may consist of continuous direction in 
situations requiring the knowledge and skiils of the 
registered nurse or physician. In the latter situation, 
the LPN may function in an assisting role in order to 
avoid assuming responsibility beyond that for which the 
one-year program can prepare the individual. 


Job requirements for the Licensed Practical Nurse in- 
clude suitable personal characteristics, ability to adapt 
knowledge and understandings of nursing principles to a 
variety of situations, technical skills for performance 
of bedside nursing, appreciation for differences of people 
and for the worth of every individual, a desire to serve 
and help others, and readiness to conform to the require- 
ments of nursing ethics and hospital policies. 
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PRACTICAL NURSE EDUCATION 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title Goursesirs. Per Wk;  Ouarter 
Hours 
FIRST QUARTER Glasce Lab .=—Glinic™ Gredit 
Practical Nursing I 18 2 3 20 


SECOND QUARTER 


Practical Nursing II 12 2 OM 20 


THIRD QUARTER 


Practical Nursing ILI 10 2 24 19 


FOURTH QUARTER 


Practical Nursing IV 10 2 24 dey, 
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PRODUCTION ASSISTANT 


(Furniture Option) 


INTRODUCTION 
Purpose of Curriculum 


The furniture industry is one of North Carolina's largest 
employers. With the exception of textiles, it provides more 
job opportunities than any other industry in this State. 
The concentration of this industry in some areas of this 
State places a heavy demand on the working forces of those 
areas. The available supply of workers with a knowledge of 
furniture manutacturing and with skills’ in the various 
trades of the industry is soon exhausted. Herein is a 
curriculum for use in the areas where the furniture produc- 
tion assistant is in demand. This curriculum serves as a 
guide providing for such variations as may best serve 
industry of the area involved. 


This curriculum provides the necessary training for a 
person to enter the turniture industry on a semi-skilled 
level in the production area. This training is to be 
accomplished through practical. experiences in the several 
shop courses, with essential background information in the 
theory of materials, machines, and techniques common to the 
industry in order to insure his functional understanding with 
resulting efficiency and progress in his work. 


Job Description 


This program is developed to train the student in produc- 
tion techniques of the industrial plant. The theory and 
related information included are to provide the student 
with the information which will assist him in the advance- 
ment into more responsible positions of the industry. 
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Prerequisite: 


PRODUCTION ASSISTANT 


Furniture Option 


(Tentative Courses) 


Pass reading proficiency test. 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title 


FIRST QUARTER 


101 
Z03 
105 
107 
110 
102 


Engineering Drawing 
Industrial Math 
Characteristics of Wood 
Characteristics of Finishes 
Cost Records | 
Sketching 


SECOND QUARTER 


104 


106 
LE 
108 
MRS, 


Physics, Mechanics, Strength 
Materials 

Characteristics of Glue 

Cost Estimates 

Time Study 

Construction and Billing 


THIRD QUARTER 


109 
116 
113 
PAR 


Piz. 


Predetermined Time Standards 

Routing and Process Sequences 

Quality Control 

12 Cost and Production 
Control 

118, 119 Cost Reduction 
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Course Hours 


Per Week 
Class’ Lab. 
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WELDING 


INTRODUCTION 
Purpose of Curriculum 


This curriculum was developed to fill the tremendous need 
for welders in North Carolina. The recently completed Man- 
power Survey shows quite clearly that many welders will be 
needed annually to fill present and projected vacancies in 
thes otacte, 


The content of this curriculum is designed to give 
students sound understanding of the principles, methods, 
techniques, and skills essential for successful employment 
in the welding field and metals industry. 


The field of welding offers a person prestige, security, 
and a future of continuous employment with steady advance- 
ment. It offers employment in practically any industry: 
shipbuilding, automotive, aircraft, guided missiles, rail- 
roads, construction, pipe fitting,. production shop, job 
shop,and many others. 


Job Description 


Welders join metals by applying intense heat, and some- 
times pressure, to melt the edges to form a permanent bond. 
Closely related to welding is “oxygen cutting.’ Of the 
more than 35 difterent ways of welding metals, arc, gas, 
and resistance welding are the three most important. 


The principle duty of the welder using manual proce- 
dure is to control the melting by directing the heat, from 
either an. electric are or gas welding torch, and. to add 
filler metal where necessary to complete the joint. He 
should possess a great deai of manipulative skill with a 
knowledge of jigs, welding symbols, mathematics, basic 
metallurgy, and blueprint reading. 
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WELDING 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title Coursevirs. Per sWk.4 /Quatter 
Shop Hours 
FIRST QUARTER Class Lab. Prac. Credit 
MA 120 Fundamentals of 
Mathematics 2 0 0 5 
MECH 124 Structure of Metals ) Z 0 4 
WELD 110 Hand and Power Tools 0 0 5 iL 
DD 122 Blueprint Reading 5 0 0 e 
WELD 120 Oxyacetylene Welding and 
Cutting Bowen OMT is Sia, \Ashor: 
16 2 164 2 
SECOND QUARTER 
ENG 101 Reading Improvement 2 0 0 2 
MA 121 Geometry 3 0 0 3 
DD 127 Blueprint Reading 3 0 0 3 
Putte sbasiouhlectricity 3 0 0 3 
WELD 111 Arc Welding Boe, OMe a/9, 
14 0 12 18 
THIRD QUARTER 
WELD 112 Mechanical Testing and 
Inspection 0 0 6 3 
SOC 101 Human Relations 2 0 0 Zz 
WELD 113 Inert Gas Welding 2: 0 3 Z 
WELD 114 Introduction to Pipe Welding 
3 0 12 if 
SOC 105 Industrial Economics Sane) Saas Waray 
9 0 a any 
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1 ADMINISTBATION BUILDING 
2 LABORATORY BUILDING 
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TEXTILE MANUFACTURING 


These courses are designed to give a general background 
in the skills and knowledge involved in textile processes. 
The student will learn the technical and scientific points 
of each process. Instruction will include the mechanics 
of each machine, the relation of one part to another, the 
function of each part, and machine operators duties. 
Calculations including draft, twist, and production for the 
different machines,will be stressed. Courses available in 
this field are: 


Introduction to Textiles Textile Mathematics 
Reading Improvement Weaving 

Yarn Manufacturing Technical Report Writing 
Plant Visitation Time and Motion Study 
Communication Skills Loom Fixing 


Industrial Organization Management 


FURNITURE MANUFACTURING 


These courses provide the necessary training for a person 
sOpenter the frurniture industry on.a semiskilled level in 
one or more areas: machining, sanding and assembling, or 
finishing. This training is to be accomplished mainly through 
practical experiences in the shop courses, with essential 
background information in the theory of materials, machines, 
and techniques common to the industry. The theory and related 
information included in the program are to provide the student 
with the information which will assist him in the advancement 
into more responsible positions of the furniture industry. 


CARPENTRY 


These courses are designed to subject a student to the 
fundamentals of carpentry work and the basic procedures of 
cabinet making. Students will begin with hand tools, and 
progress into the woodworking machines found in a cabinet 
shop. The carpentry work will begin with the masonry founda- 
tion, and progress to the finished building. Some considera- 
tion will be given to industrial buildings, as compared to 
residential buildings. 
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COURSE DESCRIPTIONS 





COURSE DESCRIPTIONS 


(Note: Figures in Parenthesis Represent Quarter Hours) 


AUTOMOTIVE MECHANICS (AHR) 


Anke eLOL Automotive Air Conditionins (3) 





General introduction to the principles of refrigeration; 
study of the assembly of the components and connections 
necessary in the mechanisms, the methods of operation, and 
control; proper handling of refrigerants in charging the 
system. 

Prerequisite: PHY 105. 


AUTO 121 Automotive Engines (7) 


Development of a thorough knowledge and ability in using, 
maintaining, and storing the various hand tools and meas-— 
uring devices needed in automotive repair work. Study 
of the construction and operation of components of auto- 
MoLiVveseno Jes.  elestine (or enone performance; servicing 
and maintenance of pistons, valves, cams and camshafts, 
fuel and exhaust systems, cooling systems; proper lubri- 
cation; and methods of testing, diagnosing and repairing. 
Prerequisite: — None. 


A thorough study of the electrical and fuel systems of 
the automobile. Battery-cranking mechanism, generator, 
ignition, accessories and wiring; fuel pumps, carbure- 
tors, “and fueloinjectors.. sCharacteristics of fuels, 
types of fuel systems, special tools, and testing 
equipment for the fuel and electrical system. 
Prerequisite: AUTO 121. 
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Principles and functions of the components of automotive 
chassis. Practical job instruction ini adjusting and) repaia- 
ing of suspension, steering, and braking systems. Units to 
be studied will be shock absorbers, springs, steering 
systems, steering linkage, front end, types and servicing 

of brakes. 

Prerequisite: AUTO 122. 


Principles and functions of automotive power—train systems: 
clutches, transmission gears, torque converters, drive- 
shaft assemblies, rear axles,and differentials. Identifi- 
cation of troubles, servicing, and repair. 

Prerequisites: PHY "L055 PHY LOO s AUL@F i723. 


AUTO 125 Automotive Servicing (6) 


Emphasis is on the shop procedures necessary in determining 
the nature of troubles developed in the various component 
systems of the automobile. Troubleshooting of automotive 
systems, providing a full range of testing, adjusting, re- 
pairing, and replacing experiences. 

Prerequisite: AUTO 123. 


BUSINESS ADMINISTRATION (BUS) 


A survey of the business world with particular attention 
devoted to the structure of the various types of business 
Organizations, methods of financing, internal organization, 
and management. 

Prerequisite: None. 


BUS 302 Typewriting (3) 


Introduction to the touch typewriting system, with emphasis 
on correct techniques, mastery of the keyboard, simple 
business correspondence, tabulation, and Manuscripts. 
PECTeduLsi tess aNone. 
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BUS 303 Typewriting (3) 


Instruction emphasizes the development of speed and accuracy, 
with further mastery of correct typewriting techniques. 
These skills and techniques are applied in tabulation, 
manuscript, correspondence, and business forms. Minimum 
speed of 40 net words per minute for five minutes. 
Prerequisite: BUS 302 or a net speed of 30 words per 

minute for five minutes. 


BUS 304 Typewriting (3) 


Emphasis on production typing problems and speed building. 
Attention to the development of the student's ability to 
function as an expert typist, producing mailable copies. 
The production units are tabulation, manuscript, corres- 
pondence, and business forms. Minimum speed of 50 net 
words per minute for tive minutes. 
Prerequisite: BUS 303 or a net speed of 40 words per 
Minvee. Lor ive minutes. 


EUs 500) Shorthand .(3) 


A beginning course in the theory and practice of reading 
and writing shorthand. Emphasis on phonetics, penmanship, 
word families, briet torms, and phrases. Minimum dicta- 
tion rate of 40 words per minute on new material for 

five minutes. 

mrerequisite: _ None. 


BUS 307 Shorthand (3) 
Continued study of theory, with greater emphasis on dic- 
tation for transcription. Minimum dictation rate of 60 
words per minute required for five minutes on new 
material. 
Prerequisite: BUS 306 or a dictation rate of 40 words 

per minute on new material for five minutes. 


BuO 8508 Shorthand (3) 


Theory and speed building. Introduction to office-style 
dictation. Emphasis on development of speed in dictation 
and accuracy in transcription. Minimum dictation rate of 
80 words per minute required for five minutes on new material. 
Prerequisite: BUS 30/7. 

ay ee 


BUS, SLO ¢RELaL ton Coy 


A study of the role of retailing in the economy, including 
development of present retail structure, functions per- 
tormed, principles governing effective operation, and 
manageria: problems resulting from current economic and 
social trends. 

Prerequisite: None. 


BUS 317 Sales Development (3) 


A study of retail, wholesale, and specialty selling. Em- 
phasis is placed upon mastering and applying. the funda- 
mentals of selling. Preparation for, and execution of, sales 
demonstrations required. 

Prerequisite. None, 


BUS 320 Accounting (6) 


Principles, techniques, and tools of accounting, for under- 
standing of the mechanics of accounting - collecting, 
summarizing, analyzing, and reporting information about 
service and merchantile enterprises, to include practical 
application of the principles learned. 

Prerequisite, | None: 


BUS 327 Advertising (4) 


The role of advertising in a free economy and its place in 
the media of mass communications. A study of advertising 
appeals; product and market research; selection of media; 
means of testing effectiveness of advertising. Theory and 
practice of writing advertising copy for various media. 
Prerequisite :7 “None. 


BUS 328 Business Insurance (3) 
A presentation of the basic principles of risk insurance 
and their application. A survey of the various types of 


insurance is included. 
Prerequisite: None. 
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BUS 332 Sales Promotion Management (4) 


The scope and activities of sales promotion,with emphasis on 
the coordination of advertising, display, special events, and 
publicity. External and internal methods of promoting busi- 
ness; budgeting, planning, and implementing the plan. 
Prerequisite: BUS 327. 


BUS 333 Personnel Management (3) 


Principles of human relationships; selection of personnel 
by interviewing and testing; and training of personnel. 
Prerequisite: None. 


BUS 335 Business Management (3) 
Principles of business management, including overview of 
major functions of management, such as planning, staffing, 
Controlling, directing, and financine.' Clarification, of 
the decision-making function versus the operating function. 
Role of management in business - qualifications and 
requirements. 

Prerequisite: None. 


BUS 337 Wholesaling (3) 


The development of wholesaling; present-day trends in the 
United States. A study of the functions of wholesaling. 
Exerequisite: , None: 


pUpe 3394 Marketing (3) 


A study of the marketing structure within the framework of 
the U. S. economic system. It includes the study of the 
movement of goods from producer to consumer through various 
channels of distribution, the functions of marketing, the 
social and economic implications. 

Prerequisite: None 


BUS 340 Secretarial Procedures (3) 


Designed to acquaint the student with the responsibilities 
encountered by a secretary during the workday. These 
include the following: receptionist duties, filing, hand- 
ling the mail, telephone techniques, travel information, 
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telegrams, office records, purchasing of supplies, office 
organization, and insurance claims. 
Prerequisites None. 


BUS 350E Advanced Typewriting (Business) (3) 


Emphasis is placed on the development of individual pro- 
duction rates. The student learns the techniques needed 
in planning and typing projects that closely approximate 
the work appropriate to the field of study. These pro- 
jects include review of letter forms, methods of duplica- 
tion, statistical tabulation, reports, and manuscripts. 
Prerequisite: BUS 304. 


BUS 350M Advanced Typewriting (Medical) (3) 


Emphasis is placed on the development of individual pro- 
duction © rates) Therstudent learns (the techniques needed 
in planning and typing projects that closely approximate 
the work appropriate to the field of study. These pro- 
jects inciude review of letter forms, methods of duplica- 
tion, statistical tabulation, reports, and manuscripts. 
Prerequisite: BUS 304. 


BUS 351 “Business Law. (3) 


A general course designed to acquaint the student with 
certain fundamentals and principles of business law, 
including contracts, negotiable instruments, partnerships, 
corporations, and agencies. 
Prerequisites) None 


BUS#352wWusinessmlawaC3) 


Includes the study of laws pertaining to bailments, sales, 
risk-bearing, partnership-corporation, mortgages, and 
property rights. 

PReraquietrese ab Us mole 


BUS 355 Interpreting Accounting Records (3) 


Designed to aid the student in developing a "use under- 
standing" of accounting records, reports, and financial 
Statements. Interpretation, analysis, and utilization of 
accounting statements. 

Prerequisite: BUS 3203 79 


BUS 356 Dictation and Transcription (Business) (4) 


Develops the skills of taking dictation and transcribing 
materials appropriate to the course of study, which 
includes a review of the theory and the dictation of famil- 
iar and untamiliar material at varying rates of speed. 
Prerequisite: BUS 308. 


BUS 356E Dictation and Transcription (Executive) (4) 


Develops the skills of taking dictation and transcribing 
materials appropriate to the course of study, which 
includes a review of the theory and the dictation of famil- 
iar and unfamiliar material at varying rates of speed. 
Prerequisite: BUS 308. 


BUS 356M Dictation and Transcription (Medical) (4) 


Develops the skills of taking dictation and transcribing 
materials appropriate to the course of study, which 
includes a review of the theory and the dictation of famil- 
iar and unfamiliar material at varying rates of speed. 
Prerequisite: BUS 308. 


BUS 357 Dictation and Transcription (Business) (4) 


Covering materials appropriate to the course of study, 

the student develops the accuracy, speed, and vocabu- 

lary that will enable her to meet the stenographic re- 
quirements of business, technical,and professional offices. 
Prerequisite: BUS 356. 


BUS 357E Dictation and Transcription (Executive) (4) 


Covering materials appropriate to the course of study, 
the student develops the accuracy, speed, and vocabulary 
that will enable her to meet the stenographic require- 
ments of business, technical, and professional offices. 
Prerequisite: BUS 356. 
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BUS 357M Dictation and Transcription (Medical) (4) 


Covering materials appropriate to the course of study, the 
student develops the accuracy, speed, and vocabulary that 
will enable her to meet the stenographic requirements of 
business, technical, and professional offices. 
Prerequisite: BUS 356. 


BUS -358EV.Dietation. and Transcription (Executive) (4) 


Principaily a speed buiiding course, covering materials 
appropriate to the course of study, with emphasis on 
neatness as well as accuracy. 

Prerequisite: BUS 35/. 


BUS 358M Dictation and Transcription (Medical) (4) 


Principally a speed—building course, covering materials 
appropriate to the course of study, with emphasis on 
neatness as well as accuracy. 

Prerequisite: . BUS.357. 


BUS 360 Office Machines (3) 


A general survey of the business and office machines... 
Students will receive training in techniques, processes, 
operation and application of the ten-key adding machines, 
full keyboard adding machines, calculator, and duplica- 
ting equipment. 

Prerequisite: None. 


BUS 361 Office Machines (3) 
instructions in the operation of the bookkeeping-account- 
ing machines, card punch, card verifier, and the 


dictating and transcribing machines. 
Prerequisites BUS. 3604 
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BUS 364 Business Finance (3) 


Financing of business units, as individuals, partnerships, 
corporations, and trusts. A detailed study is made of the 
organization, management, and financing of businesses. 
Prerequisite: None. 


BUS 365 Business Finance (3) 


An advanced course designed to give the student practical 
knowledge of the different kinds of stocks and bonds, 
mortgages, working capital, sinking funds, capitalization, 
sales of securities, surplus,and dividends. 

Prerequisite: BUS 364. 


BUS 366 Budget and Record Keeping (3) 


The basic principles, methods, and procedures for prepa- 
ration and operation of budgets. Special attention is 
given to the involvement of individual departments and the 
role they play. Emphasis on the necessity for accurate 
record-keeping in order to evaluate the effectiveness of 
budget planning. 

Prerequisite: BUS 320. 


BUS 368 Taxes (3) 


Application of Federal and State taxes to various busi- 
nesses and business conditions. A study of the foilowing 
taxes: income, payroll, intangible, capital gain, sales 
and use, excise, and inheritance. 

Prerequisite: None. 


BUS 370E Oftice Application (Executive) (6) 


During the sixth quarter only, students are assigned to 
work in a business, technical, or professional office for 
six hours per week. The objective is to provide actual 
work experience for secretarial students, and an oppor- 
tunity for the practical application of the skills and 
knowledge previously learned, according to the course of 
study. 

Prerequisite: BUS 361. 
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BUS 370M Office Application (Medical) (6) 


uring the sixth quarter only, students are assigned to 
work in.a business, technical, or professional office 
for six hours per week The objective is to provide 
actual work experience for secretarial students, and an 
opportunity for the practical application of the skills 
and knowledge previously learned, according to the 
course of study 
Prerequisite: BUS 361. 


BUS 371 Office Management (3) 


Presents the fundamental principles of office management. 
Emphasis on the role of office management; office auto- 
mation; planning, controlling, organizing and actuating 
in office management. 

Prerequisite: BUS 340. 


BUS 372 Principles of Supervision (3) 


Introduces the basic responsibilities and duties of the 
supervisor and his relationship to superiors, subordi- 
nates, and associates Emphasis on securing an effective 
work-force and the role of the supervisor. Methods of 
supervision are stressed. 

Prerequisite: None: 


BUS 383E Terminology and Vocabulary (Executive) (3) 


To develop an understanding of the terminology and vocabu- 
lary appropriate to the course of study, as it is used in 
business, technical, and professional offices. 
Prerequisite: «BUSES07. 


BUS 383M Terminology and Vocabulary (Medical) (3) 


To develop an understanding of the terminology and vocabu- 
lacy appropriate to the course of study, as it is used in 
professional offices. 

Prerequisite: ©BUS 307. 
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BUS 384M Terminology and Vocabulary (Medical) (3) 


Greater emphasis on an understanding of the terminology and 
vocabulary appropriate to the course of study, as it is 
used in a professional office. 

Prerequisite: BUS 383. 


BUS 372 Principles of Supervision (3) 


Introduces the basic responsibilities and duties of the 
Supervisor and his relationship to superiors, subordinates, 
and associates. Emphasis on securing an effective work- 
force and the role of the supervisor. Methods of super- 
vision are stressed. 

Premequ@sites, None. 


FURNITURE MANUFACTURING (CAB) 
(Tentative Courses) 


CAB i10 Case Goods Materials and Methods (3) 
A comprehensive study of the materials and methods of the 
furniture-making trade. Woods, metals, plastics, and other 
materials used in making of case goods. Basic woodworking 
operations and methods of joining of wood. Appliques, 
edgings, and hardware will be included. 

Bee cequtsi le sNone. 


CAB 311 Wood Working Machinery and Equipment (3) 


CAB 312 Processing of Woods Used in Furniture 


eee a a ee 


Construction (3) 


The theories and techniques of converting raw wood into 
usable products by milling, veneering, turning, and chip- 
ping. Included is the processing of finished lumber, ply- 
wood, and other wood products. 


CAB 313 Machining Woods Used in Furniture Making (2) 


Practical exercises in the operation of the various types 
of machines. 
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AB 314 Case Goods - Design and Construction C3) 








Class discussions and reports. 


CAB 315 Wood Working Machinery and Equipment (3) 


Laboratory practice wiil be provided for practical work on 
the various types of machines found in a modern furniture 
plant. 


CAB 316 Furniture Construction (Case Goods) (3) 


Lecture and laboratory work on the design and construction 
of modern and period furniture. The course emphasizes 
construction features that are economical of labor and 
materials and are adaptable to mass production. The course 
covers the use of new engineering materials and their 
effect’ on furniture construction. 

‘Prerequisites: CAB 310, DD 308. 


CAB 317 Finishing Techniques (3) 

Theory and practice in the application of modern furniture 
finishes 

Prerequisite :>) CHEM 30%. 


CAB 324 Cooperative Plant Training 
(One hour lecture and 15 hours plant training per week) (6) 


CARPENTRY AND CABINETMAKING (CAR) 


CAR i10 Cabinetmaking I 


This course is designed to introduce the student to hand 
tools used in a cabinet shop. After several projects with 
hand tools,the student will be placed on each machine. 
Various types of wood will be used,and identification of 
the various types of wood will be required. 


CAni Masonry 


The student will study the various types of masonry con- 
struction and the types of masonry materials on the market 
today. Framing, tor chimney construction, ceramic floors and 
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walls, flues,;wiil be presented. Form-work for concrete 
walls, pillows, floors, foundations, driveways, and 
patios will be practiced. A study of the various mix- 
tures of concrete and mortar mix will be studied. 

CAR 112 Cabinetmaking II 

This course will go into the necessary framing for 
cabinet work. Students will be presented a study of 
built-in cabinets and pre-constructed cabinet work. 
Built-in book cases and special work will be presented. 


GARG E33 S-Carpentry I 


This course will be presented as an introduction to the 
first steps necessary,from the finished foundation to 
the complete framing of a building. Methods of framing 
entire walls before erection will be presented. Motion- 
Saving methods and over-all plannine of time will be 
presented. Size of nails and identification of nails 
will be studied. 


CAR 114 Plumbing and Heating Systems 


This particuiar course is designed to help the carpenter 
understand the types of plumbing and heating systems 
that are used in modern building construction. The re- 
quirements to special framing on the part of the carpen- 
ter will be practiced. 


CAR 115 Cabinetmaking III 


This course will progress into the various woods used in 
cabinetmaking. Drawers, doors, hardware, and cornice 
work will be practiced. Methods of finishing and types 
of finishes will be studied. 


CAR 116 Carpentry IL 


In this course, the students will study all types of roof 
construction. Each student will be required to cut and 
assemble all types of rafters. Students will be required 
to put on all types of shingles and prepare a roof for 
"built-up construction". The students will also be re- 
quired to study the framing square in order to figure the 
length of rafters and other materials. 
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CAR 117 Materials and Finishes 
This course will present an identification and selection of 
materials Methods and types of external finishes will be 
presented. Types of doors, windows, and external siding 
will be presented. Each student will be required to frame, 
stop,and lock, doors and windows. 


CAR 118 Cabinetmaking IV 


This is a study of the type of materials used on tops and 
other finished areas. Each student will study built-in 
appliances such as stoves, ovens, dishwashers, and refrig- 
erators. Finished cornice and standard measurements of ali 
cabinet work will be presented. 


CARM EE) © Carpentry oLUL 


This course will present the student with the finish work of 
carpentry. Types of baseboard, moulding, door facing, and 
framing and finishing staireases will be presented. Each 
student will be subjected to a series of projects under 
close supervision that will require use of all finishing 
tools normally used by a carpenter. Clean work and self- 
pride will have an emphasis in this course. 


CIVIL ENGINEERING (CIV) 
CIV 101 Surveying (3) 
Basic instrumentation and topography will be studied,to- 
gether with field trips and drafting-room application of 
Site surveying. 
Prerequisite: | MAw104: 
COSMETOLOGY (COS) 


cos 1OL introduction to Cosmetology he, 


This course gives the student a background for the profession» 
and an understanding of the responsibilities involved. 
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COS 102 Personality 


This course is to develop a pleasing personality and charm 
necessary to everyone in the beauty field. 


COS 103 Bacteriology 


A study of bacteria helps to give a background for prevent- 
ing the spread of disease in the shops. 


COSs04) Sterilization 


This is an integral part of the complete training program, 
consisting of instruction in sanitary measures. 


COS 105 Anatomy 


Knowledge of the structure and functions of the human body 
forms the scientific basis for treatment. 


COS 106 Chemistry 


This subject has a direct bearing upon beauty shop work, 
so the cosmetologist should become familiar with the 
fundamentals of chemistry. 


COS 108 Hair, Shampoo, and Rinse 
Hair - 7 hours. The study of hair is of paramount im- 
portance to the hairdresser. The student learns its 
structure, characteristics, and qualities. 
Shampoo - 8 hours. This course covers the practical 
training necessary to develop the manipulative skill 


for shampooing. 


Rinses - 7 hours. The student becomes familiar with 
the application of rinses and mixing colors. 


COS 109 Scalp Treatment 


A practical course in which the student becomes skilled 
in treating scalp and hair conditions. 
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COS -1 10. shar reuteing 


Skill in the use of scissors and razors for shaping the hair 
is developed in this course. 


GOS.11llL. Hairstyling 


Students receive training and obtain extensive practice 
in the proper use of pin curls, brushing, combing. 


COS 2 Permanent Waving 


The student learns the method of permanent waving as well 
as analysis of hair. 


COS 113 ‘Tinting and Bleaching 
Tinting - 20 hours. This is a fundamental course in 
application of various shades of color to all textures 


Giwhates 


Bleaching - 25 hours. Includes all methods of removing 
color from the hair. 


COS 115 Theory of Massage 


Basic manipulations are learned and techniques are SHDeN Gs 
in beauty treatments. 


COS E16 25kin 

Knowledge of structure, functions, and characteristics 
is given to aid students in administering study and 
hygienic care to skin. 


COSs 17 wbacials 


Practice is given in the techniques of facial treatments 
for various types of skin and skin disorders. 


COS2143 Blectniclty and Electrolysis 


A course which is essential in developing and understand- 
ing use of electrical equipment. 
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Cosme» Nails 


A study of the structure, functions, and disorders of nails 
is made. 


COS 120 Manicuring 


The student learns the correct procedure for giving a mani- 
cure and the shaping of nails to suit individual. 


Uooe 2 aisorders of Skin, Nails, and Hair 


The cause, identification, and treatment of common skin dis- 
orders and scalp diseases. 


COS 122 Management 


In this course the student learns business principles, book- 
keeping, salesmanship, and psychology needed to operate a 
beauty shop. 


G0omO 7 a (123 Safety 


The safety practices in beauty shops are learned in this 
eCourse, and) the application of first-aid in case of accident. 


DRAFTING AND DESIGN (DD) 


WDELOS “Draftine Analysis (2) 


The trainee will make an analysis of the various drafting- 
field options offered in the Center. This analysis will 
include selected reading assignments concerning the options. 
A study of the job descriptions concerning those areas in 

the Dictionary of Occupational Titles, a study of blueprints 
in the option fields, and preparation of sketches illus- 
trating major differences in the types of drawings. 
Prerequisite: None. 


DD 120 Burlding Trades* Blueprint 
Reading and Sketching (5) 


Principles of interpreting blueprints and trade specifica- 
tions common to the building trades. Development of pro- 
ficiency in making three view and pictorial sketches. 


Prerequisite: None. Me 


DD 121 Blueprint Reading G3) 


Interpretation and reading of blueprints. Development of 
ability to read and interpret blueprints, charts, instruc— 
tion and service manuals, and wiring diagrams. Information 
on the basic principles of lines, views, dimensioning pro- 
cedures, and notes. 

Prerequisite: None. 


DOU Sle Deak Gale ea 

An introduction to drafting and the study of drafting 
practices, ‘Instruction is given in therselection, use 

and care of instruments, single-stroke lettering, applied 
geometry, freehand sketching, consisting of orthographic 
and pictorial drawings. Orthographic projection, reading 
and instrument drawing of principle views, single 
auxiliary views (primary), and double (oblique) auxiliary 
views will be emphasized. Dimensioning and note practices 
will be studied with reference to the American Standards 
Association practices. Methods of reproducing drawings will 
be included at the appropriate time. 


DDNL32 2 Drat eine nG/y 


The trainee will study simple and successive revolutions, 
and their applications to practical problems. Selections 
and conventions will be studied, and both detail and 
assembly sections will be drawn. Intersections and de- 
velopments will be studied by relating the drawing to the 
sheet-metal trades. Models of the assigned drawings will 
be made from construction paper, cardboard, or similar 
materials as a proof of the solution to the problems drawn. 


Methods of drawing and projecting axonometric, oblique, 
and perspective drawings will be studied with emphasis 
on the practical applications of pictorial drawings. 
Various metheds ot shading will be introduced, and dimen- 
Sioning and sectioning of oblique and axonometric 
pictorials will be done. 

Prerequisite, “DDeLel 
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Pere Descriptive Geometry (3) 


Graphical analysis of space problems. The problems deal 
with practical design elements involving points, lines, 
planes, connectors, and a combination of these. Included 
are problems dealing with solid-geometry theorems. Where 
applicable, each graphical solution shall be accompanied 
by the analytical soiution, 

Prerequisite: DD 131. 


DDes elilectrical-Electronic Drafting, (7) 
A specialization course for electrical-electronic draft- 
ing students. Beginning with a review of lettering 
techniques in freehand and instrument lettering, and 
covering abbreviations; electrical, industrial, and 
electronic schematic symbols; waveform symbols; block 
and line diagrams; schematic diagrams; component drawings 
and layout diagrams; layout of printed circuits; and 
chassis developments and layouts. 

Prerequisite: DD 132. 


DD 141 Architectural Drafting (7) 


An introduction to architectural drafting. Further devel- 
opment of techniques in lettering, dimensioning, free- 
hand sketching and instrument drawing. Drawings of 
construction details, using appropriate material symbols 
and conventions. Working drawings, including plans, 
elevations, sections, scale details and full-size details 
will be prepared from preliminary sketches. 

Prerequisite: DD 132. 


DD 142 Architectural Drafting (7) 


Individual and group participation in the preparation of 
complete working drawings for a complex architectural 
structure. Study of drafting-room organization and 
relationships of personnel within the architectural office. 
Prerequisites: DD 141, DD 143, DD 144. 


DD 143 Architectural Mechanical Equipment (3) 


General study of heating, air-conditioning, plumbing and 
electrical equipment, materials and symbols. Building- 


92 


code requirements pertaining to residential and commercial 
structures. Reading and interpretation of working drawings 
by mechanical engineers. 

Prerequisite: DD 132. 


—- - ——_-—— rn 


Materials used in the construction of architectural struc-— 
tures will be studied. Their economic values and limita- 
tions affected by locality, budget, and codes.. Field 
trips to construction sites and study of manufacturer's 
specifications for materials. Standard sizes of structur- 
al materials and modular construction techniques. 
Prerequisite: None. 


DD 145 Specifications and Controls (3) 


The purpose and writing of specifications will be studied, 
along with their legal and practical application to work- 
ing drawings. Contract documents will be analyzed and 
studied for the purpose of client-architect-contractor 
responsibilities, duties, and mutual protection. 
Prerequisites: DD 141, DD 143, DD 144. 


DD 152. Electrical-Electroniec Drafting (7) 


TheVenphasts ean etni Ss course wll lebe onetnespiCrerto ms 
drawings used in both the electronics and in the elec- 
trical power tields. Isometric drawings of electronic 
and electrical components: cable-formed wiring, wiring 
assemblies, chassis, chassis assemblies, cable assem- 
blies, and component assemblies; electricak power dis- 
tribution systems, substation and power-line drawings 
in isometric and diagrammatic drawings. Architectural 
electrical drawings: electrical plans, riser diagrams, 
and illumination plans. Graphs, charts, and diagrams 
pertaining to the electrical-electronics field will be 
included. 

Prerequisite: SDD ae 
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DD 161 Furniture Drafting (7) 


An introduction to furniture drafting. Anatomical rela~ 
tionships influencing turniture construction and design. 
Furniture sizes and influencing factors. Construction 
details and standard furniture parts. Scale drawings 
and full-size drawings will be made. Dimensioning 
practices and notes will be studied. 

Prerequisite: DD 132. 


DoreoZeerurniture Drarting (7) 


The “working drawing’ will be studied, and a complete set 
Of drawings will be made of a group of furniture. Re- 
lated architectural considerations will be included. 
Notes and materials—iist will accompany the set of 
drawings. 

Prevequseaces: DD 161,,UPH Lil, CAB 110. 


DD 163 Furniture Specifications (3) 


Furniture specifications and billing of materials wiil 

be studied. Materials, fabrication, workmanship, finishes, 
crating, and shipping instructions will be included. 
Prerequisites: DD 161, UPH Lili, CAB 110. 


DD 164 Furniture Styling and Decoration (3) 


A study of the periods and styles of furniture and of the 
factors which influenced their development. Methods of 
styling and decorating will be included along with basic 
principles of design. 

Prerequisites: UPH 111, CAB 110. 


DD 301 Technical Dratting (4) 


Introduction to drafting and design practices and princi- 
ples. Attainment of basic skills and téchniques of 
drafting; use ot drafting equipment; lettering; freehand 
orthographic and pictozial sketching; geometric construc-— 
tion; orthographic instrument drawing of principal views; 
and standards and practices of dimensioning and noting. 
Methods of reproducing, filing, and storing drawings are 
studied,and the student is introduced to “working 
drawings." 
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DD 302 Technical Drafting (4) 


The application of orthographic projection principles to 
the more complex drafting problems, primary and secondary 
auxiliary views, simple and successive revolutions, and 
sections and conventions will be studied. Most important 
is the introduction of the graphical analysis of space 
preblems. Problems of practical design elements involving 
points, lines, planes, and a combination of these elements 
shall be studied. Dimensioning practices, approved by the 
American Standards Association, in precision and limit 
dimensioning will also be included. 

Prerequisite: DD 301. 


DD 303 Technical Drafting (4) 


Intersections and developments and their practical solu- 
tions will be studied, and, where applicable, model solu- 
tions shall accompany the problems. .The various types 
and methods employed to produce isometric and oblique 
drawings, isometric, dimetric and trimetric projections, 
and rendered pictorials will be included. 

Prerequisite: DD 302. 


DD 304 Technical Drafting - Furniture (4) 


A study of the anatomical relationships influencing 
furniture construction and design. Methods of detailing, 
general furniture sizes, standard parts, dimensioning 
and noting practices will be explored. Preliminary 
sketches, scale drawings, full-size drawings will be 
made. 

Prerequisite sie DDm30 Sn 


DD 305 Design Drafting = Furnitures (4) 


Preliminary design sketches of both case goods and 
upholstered pieces will be carried through detail draw- 
ings, accompanied by specifications and bills of materials. 
Architectural considerations related to customer services 
and showroom planning will be studied. 
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DD 306 Design Drafting - Furniture (8) 


Research to solve the design problem of developing a corre- 
lated furniture group using charts, periodicals, lab 

S peomiments and) rererence sources. A written report, pre- 
liminary design sketches, finished details, pictorial 
drawings, and specifications are required as a part of the 
problem. 


DD 307 General Drafting (3) 


An introductory course in drafting for students needing 

a knowledge of drawing principles and practices for read- 
ing and describing objects in the graphic language. The 
student is expected to gain basic skills in drawing with 
instruments, lettering, geometrical constructions, 
freehand sketching, and describing objects orthographi- 
cally with principle views. Freehand sketching and 
orthographic reading are to be emphasized. 

Prerequisite: None. 


DD 308 General Drafting (3) 


The student continues the study of orthographic projection 
with applications to orthographic instrument drawing. 
Dimensioning procedures and practices are emphasized, and 
the student is introduced to the “working drawing". 
Methods otf describing complex objects with auxiliary views 
and/or sections and conventions are taught. 

Prerequisite: JDD.i307.; 


DD 310 Descriptive Geometry (4) 


Graphic analysis of space problems involving points, lines, 
planes, connectors, and a combination of these. Practical 
design problems will be stressed, with analytical verifica- 
tion where applicable, Visualization shall be stressed on 
every problem. 

Prerequisites: DD 302, MA 302. 


DD 314 Furniture Drafting (2) 


An introduction to furniture drafting. Anatomical rela- 
tionships influencing furniture construction and design. 
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Furniture sizes and influencing factors. Construction de- 
tails, and standard furniture parts. Scale drawings and 
fullsize drawings will be made. Dimensioning practices 
and notes will be studied. 


DATA PROCESSING (DP) 


——_ = ee 


Fundamental concepts and operational principles of data- 
processing systems, as an aid in developing a basic know- 
ledge of computers, prerequisite to the detail study of 
particular computer problems. This course is a prere- 
quisite for all programming courses. 

Frecequisite: ~None< 


DESIGN TECHNOLOGY (DES) 
DES 304 Visual Design I (4) 


This course is a study of the basic vocabulary of two- 
dimensional design; point, line, texture, value ,and 
color. Application of this vocabulary in drawing and 
elementary design problems, leading to an understanding of 
two-dimensional form and space. 

Prerequisite:s None. 


DES 305 Visual Design II (4) 


An extension of DES 304 dealing with basic problems in 
representing lines, planes, and solids in space; render- 
ing techniques and culminating with the planning and or- 
ganization of exhibits. 

Prerequisites: “DES@304,21Deo04, 


FD 306° Styling (4) 


A study of the periods and styles of furniture and the 
factors which influenced their development. Methods of 
styling and decorating will be included with basic 
principles of design. 


TD 304 Tectonic Design (4) 


An exploration of three-dimensional design using a 


variety of materials for shaping, construction, and 
ornamenting, 97 


ELECTRICAL TECHNOLOGY (ELEC) 


ELEC 121 Electrical Machines and Controls (4) 
An introduction to the construction, operation, and utili- 
zation of direct-current and alternating-—current machines. 
Familiarization with the various types of machine- 

control devices. 

Peerequvsite: None. 


BLEG 122 Direct and Alternating Current (12) 


A study of the electrical structure of matter and electron 
theory, the relationship between voltage, current, and 
resistance in series, parallel, and series-parallel cir- 
cuits. An analysis of direct-current circuits by Ohm's 
Law and Kirchoff's Law. A study of the sources of 
direct-current voltage potentials. Fundamental concepts 
of alternating-current flow, reactance, impedance, phase 
angle, power, and reasonance. Analysis of alternating-— 
everent carcuits:. 

Prerequisite: None. 


pence 23 —~Alternatine Current: and Direct Current 
Machines and Controls (10) 


Provides fundamental concepts in single and polyphase 
ealternatins—current*circtits, voltases, currents, power 
measurements, transformers, and motors. Instruction in 
the use of electrical test instruments in curcuit analy- 
sis. The basic concepts of AC and DC machines and 
simple system controls. An introduction to the type 
control used in small appliances, such as: thermostats, 
times, or sequencing switches. 

Prerequisite: ELEC 122, MA 125. 


ELEC 124 Residential Wiring (8) 

Provides instruction and application in the fundamentals 
of blueprint reading, planning, layout, and installa- 
tion of wiring in residential applications, such as: 
services, switchboards, lighting, fusing, wire sizes, 
branch circuits, conduits, National Electrical Code 
regulations in actual building mock-ups. 

Prerequisites: ELEC 123, DD 120. 
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Layout, planning, and installation of wiring systems in 
commercial and industrial complexes, with emphasis upon 
blueprint reading and symbols, the related National Elec- 
trical Codes, and the application of the fundamentals to 
practical experience in wiring, conduit preparation, and 
installation of simple systems. 

Prerequisite: ELN 118, ELEC 124. 


ELECTRONICS (ELN) 


ELN 118 Industrial Electronics I (6) 

Basic theory, operating characteristics, and application of 
vacuum tubes, such as: diodes, triodes, tetrodes, pentodes, 
and gaseous control tubes. An introduction to amplifiers 
using triodes, power supplies using diodes, and other basic 
applications. 

Prerequisite: ELEC 123. 


—_>— _____— eC 


Basic industrial electronic systems, such as: motor con- 
trols, alarm systems, heating systems and controls, magnetic 
amplifier controls, welding control systems using thyratron 
tubes, and other basic types of systems commonly found in 
most industries. 

Prerequisite ELN Lio. 


ELN 121. Electronic ’Hundamentals (4) 


Basic electronic theory and practice with emphasis on 
component identification, color codes, schematics, layout 
techniques. Introduction to typical electronic systems 
as found in industry. 

Preréequisl bec cmegrity el O> pee ope 
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ENGLISH (ENG) 


ENG 101 Reading improvement (2) 


A concentrated efiort to improve the student's ability to 
comprehend what he reads by training him to read more 
rapidly and accurately. Special machines are used for 
class drill to broaden the span of recognition, to in- 
crease eye coordination and word-group recognition, and to 
train for comprehension in larger units. Reading faults 
of the individual are analysed for improvement, and 
principles of vocabulary building are stressed. 
Prerequisite: None. 


ENG 102 Communication Skills (2) 


Development of ability to communicate effectively through 
the medium of good language usage in speaking and writing. 
Organizing thoughts and presenting thoughts effectively 
in connection with problems. 

Preceqiisite: None. 


ENG 302 Communicative Skills: English (3) 


Designed to aid the student in the improvement of self- 
expression in business and technical composition. The 
approach is functional with emphasis on grammar, diction, 
sentence structure, punctuation, and spelling. Intended 
to stimulate students in applying the basic principles 

of English grammar in their day-to-day situations in 
industry and social life. 

Prerequisite: None. 


ENG 304 Communicative Skills: Speech (2) 


Technical speech to develop the speaking skills, with 
emphasis on the dual role of communications as both a 
speaking and listening skill. Stress is placed on growth 
in poise and confidence of the student. Practice through 
individual speeches and group discussion. Recordings are 
made of the student's voice and used as an aid in speech 
development. ‘ 

Prerequisite: ENG 30/7. 
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ENG 305 Communicative Skills: Report Writing (3) 


A study and practice in the fundamentals of report writing, 
including style and mechanics in preparing reports of 
various types, which are most likely to be used by people 
engaged in business and the professions. 

Prerequisite: ENG 302. 


ENG 306 Communicative Skills: Business Communications (3) 


Develops skills in techniques in writing business communi- 
cations. Emphasis is placed on writing action - getting 
sales letters and prospectuses. Business reports, 
summaries of business conferences, spot announcements for 
radio and television as well as letters=involvineseredit. 
collections, adjustments, complaints, orders, acknow- 
ledgments, remittances, and inquiry are also included in 
this course. 

Prerequisite: ENG 305. 


ENG 307 Communicative Skills: Oral Communications (3) 


Includes study in areas of face-to-face conversation, 
delegating and accepting, understanding, listening, ques- 
tioning, conferences, and the use of words. 

Prerequisites = BUSe306. 


ENG 313 Advertising Copywriting (3) 


A study of the techniques used in creating effective ad- 
vertising copy for various types of media; purposes and 
duties of the copywriter and legal problems encountered 
in copywriting. Theory and practice will be given in 
writing copy for the various media, including retail and 
fashion copy, mail order, direct mail, business publica- 
tions, radio, and television. 

Prerequisite: ENG 302. 


101 


INDUSTRIAL SCIENCE (ISc) 
ISc 102 Industrial Organizations (3) 


Methods, techniques, and practices of modern management in 
planning, organizing, and controlling operations of a 
manufacturing concern. Introduction to the competitive 
system and the factors constituting product cost. 
Prerequisite: None. 


ISc 301 Industrial Organization and Management (3) 





Organizational structure for industrial management; opera- 
tional and financial activities, including accounting, 
budgeting, banking, credit and industrial risk, fore- 
casting of markets, selection and layout of physical 
facilities; selection, training, and supervision of 
personnel as found in typical industrial organizations. 


MATHEMATICS (MA) 


MA 120 Fundamentals of Mathematics (5) 
Practical number theory. Analysis of basic operations: 
addition, subtraction, multiplication and division. 
Fractions, decimals, powers and roots, percentages, ratio 
and proportion. Plane and solid geometric figures used 
in industry; measurement of surfaces and volumes. In- 
troduction to algebra used in trades. Practice in depth. 
EPreredussites wNones 


MA 121 Geometry (3) 


Fundamental properties and definitions; plane and solid 
geomerric figures, selected general theorems, geometric 
construction of lines, angles and plane figures. 
Dihedral angles, areas of plane figures, volumes of 
solids. Geometric principles are applied to shop 
operations . 

Prerequisite: , None. 


102 


MA 124 Algebra (5) 


Basic concepts and operations of algebra: historical back- 
ground of our base-number system; algebraic operations: 
addition, subtraction, multiplication, -and(diviszen: 
fractions, letter representation, grouping, factoring, 
ratio: and proportions, variation; graphical and “alge-— 
braic solution of first degree equations; solution of 
simultaneous equations by: addition and subtraction, 
substitution, graphing, exponents, logarithms, tables and 
interpolation. 

Prerequisite -~s None. 


MA 125" Hlettrical Math +(C5) 


A study of fundamental concepts of algebra; basic opera- 
tions of addition; subtraction, multiplication, and 
division; solution of first-order equations, use of 
fetters and siens, srouping, factoring, exponents, ratios. 
and proportions; solution of equations, algebraically and 
graphically; a study of logarithms and use of tables; 

and introduction to trigonometric functions and their 
application to right angles; and a study of vectors for 
use in alternating current. 

Prerequisite: None. 


MA 126 Trigonometry (3) 


Trigonometric ratios; solving problems with right 
triangles; using tables, and interpolating; solution of 
oblique triangles using law of sines and law of cosines; 
graphs of the trigonometric functions; inverse functions, 
trigonometric equations. 

Prerequisites: )) MARIZA el 2ae 


MA 303 Technical Mathematics (3) 


Ideas of algebra are used in a study of trigonometric, 
logarithmic and exponential functions. Selected applica- 
tions of calculus reinforce this approach. Polar 
coordinates are introduced and their applications expanded. 
Complex numbers, vectors, coordinate systems and their 
applications constitute other areas of study. 

Prerequisite: MAIB02: 
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MA 310 Business Mathematics (3) 
This course stresses the fundamental operations and their 
application to business problems. Topics covered include 
payrolls, price marking, interest and discount, commission, 
taxes, and pertinent uses of mathematics in the field of 
business. 

Peerequiisite: None. 


MASONRY (MAS) 
MAS 121 Shop Theory and Practice (7) 


This unit provides an introduction to the masonry trade. 
An introduction to the practical masonry tools is provided 
covering the identification, proper use, and care. The 
fundamentais of trowel manipulation in pick-up, spreading, 
furrowing, and cutting mortar will be taught. Shop practice 
is gained by working on 4" projects dealing with placing, 
racking, jambing, and toothing of bricks. Safety will be 
emphasized in all shop instruction and practice. 


MAS 122 Shop Theory and Practice (10) 


The student will construct block, brick veneer, and block 
and brick walls in the basic bonds. Additional practice in 
the making of 8" and 12" corner constructions and the 
continuous line drills will be provided. The layout of a 
building, the footings, the foundation walls, and the foot- 
ing anchorage will be taught and practice given. 


MAS 123 Shop Theory and Practice (10) 


Instruction and practice will be given the construction of 
veneer, cavity brick-faced tile, and structural tile walls. 
The construction of arches and lintels, along with addi- 
tional practice in building 16" and 12" corner leads and 
walls with door and window openings will be covered. 
Instruction and practice will be given in constructing 
block and corner leads with 4", 6", 8", and 12" concrete 
and cinder blocks. 
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MAS 124 Shop: Theory and = Practice (10) 


After the information lessons on the following, the student 
will construct one or more fireplaces, mantels, chimneys, 
flues, glass_block panels, steps, walkways, patios, and 
circular masonry work. 


MECHANICAL (MECH) 
MECH 112 Welding (1) 


Welding demonstrations by the instructor and practice by 
students in the welding shop. Safe and correct methods 
of assembling and operating the welding equipment. Prac- 
tice will be given for surface welding; bronze welding, 
silver-soldering, and flame-cutting methods applicable 

to mechanical repair work. 

Prereduleucle: me None. 


MECH 113 Shop Processes (3) 


Study of practices used in metalworking shops; introduc- 
tion to how materials can be utilized, and to the processes 
of shaping, torming and fabricating of metals. Demon- 
stration ot the metalworking lathes, grinders, drills, 
milling machines, shapers, planers, saws, broachers, gear- 
cutting machines»and finishing machines. A study of the 
capabilities of these machines. 

Prerequisite: None. 


MECH 119 Sheet Metal Shop Processes (3) 


An introductory course in sheet metal fabrication. Safety, 
sheet-metal hand tools, cutting and forming machines, 
fastening and fabrication methods, layout methods, and 


development of metal chassis. Properties of sheet metals. 
Prenequisi be ssaDily Lie. 


MM 306 Upholstery Materials and Methods (3) 


Types ot materials used in upholstering and construction 
methods which affect the design of furniture, materials 
characteristics, fastening methods, accessory materials, 
frame types and construction are included in this course. 
Prerequisite: None. 


PHYSICS... CPHY) 
PHY 104 Applied Physics I (2) 
Intreductory physics and its applications. Systems of 
measurement, theory of matter, properties of solids, 
liquids, and gases. 


Prerequisite: None. 


PHY 105 Applied Physics II (2) 





Basic principles of electricity, types of electricity, and 
ies production, Cransmission, and transformation. Such 
factors as the electron theory, electrical measurement, 
magnetism, electromagnetism, and the magnetic effects of 
electricity,constitute major areas of study. 

Prerequisite: PHY 104. 


PHY 106 Applied Physics III (2) 


Physical principles of force, energy, work, and power; 
equilibrium and the laws of motion; principles of machines, 
mechanical advantage, and transmission of power in practi- 
cal applications and the use of vectors and graphical pre- 
sentations. 

Prerequisites: PHY 104, MA 120. 
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1966 - 1967 
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1966 
September: 6% and (76, 620 er are ee eee eee Registration 
September <8 ciao ane ees ee ee ee Classes Begin 
November (2:3 heicscesc scence eee Fall Quarter Ends 


Thanksgiving Holidays — November 24 and 25. 


WINTER QUARTER 


1966 
November’ 28 and. 29.2 ee ee Registration 
November <30.nacs.eiie escent eee Classes Begin 
Bebruary (24 020g eee ee een ree te ae enn Winter Quarter Ends 


Christmas Holidays — December 21 - January 1, 1967 


SPRING QUARTER 


1967 
March O10) and = 2 si 5 eae cook cere eee es ee Registration 
March 3 6 skcces capes tee ee ee Classes Begin 
Maye 23 sesciiets tected sk eee eon once Spring Quarter. Ends 


Easter Holidays — Friday, March 24 
Easter Monday, March 27 


SUMMER QUARTER 


1967 
JUNE. ANG: 6a .4. te eee ci ce nee eee Rene ene at Registration 
SUNG 2.7 scssssst cz cereale ok ee ee eg Classes Begin 
AUSUSE 2.3 o:i.cesa cet WAM ares leecasee encima tee eee nee a Summer Quarter Ends 


Holiday — July 4 


A Message 


from the 
President 


The Caldwell Technical Institute was founded upon the premise that it 
should become a “community school,” offering programs at all levels to the 
extent of its legal authority, to all races, and to both sexes. 


This commitment is being carried out and planned for through adult 
basic education courses for those who have not learned to read and write 
or who did not complete the eighth grade, through courses designed to help 
persons who did not graduate from high school prepare themselves to take 
the high school equivalency exam, through courses and workshops design- 
ed to enable persons to live a fuller life and to solve problems that confront 
them, through extension courses designed for employed persons to improve 
their skills while continuing their employment, and through curriculum 
programs announced in this catalog which are designed to prepare persons 
for initial employment. 


The announcements herein result from our commitment as a “communi- 
ty school,” for hundreds of lay and professional citizens in Caldwell County 
have helped to analyze our needs and to design courses and programs to 
meet them. 


It is our purpose to provide the highest quality programs possible at a 


cost which our citizens can afford. 


H. Edwin Beam 
President 
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Introduction 
Co 


Caldwell Tech 


Several historical events are important in the development of the Cald- 
well Technical Institute. 


The 1963 North Carolina General Assembly passed the Community 
College Act creating a system of comprehensive community colleges, tech- 
nical institutes, and industrial education centers in the State under the 
State Board of Education. 


In January, 1964, the Caldwell Technical Institute was tentatively ap- 
proved by the State Board of Education. On March 28, 1964, the people 
of Caldwell county approved the institution through a bond note of $600, 
000 for the purchase of the site and construction of the facilities and up to 
5 cents tax authorization for operating the institution. Final approval 
by the State Board of Education followed on April 2, 1964. 


The president was selected in October, 1964. The site was selected in 
January, 1965. Selection of the architect was made in February, 1965. 


LOCATION 


The Caldwell Technical Institute is to be located on Highway 321, ap- 
proximately five miles south of Smith Crossroads. The Institute pro- 
perty adjoins the Hudson High School property. 


Since the Institute buildings will not be ready for occupancy by Septem- 
ber, 1966, classes will begin in temporary quarters, located 2 miles 
South of Lenoir on the Miller Hill Road No. 1146, and the former Bush 
Oldsmobile building at Smith Crosroads, Lenoir. 


AREAS OF STUDY 
Technical Curricula 


All technical curricula operate on a full-time two-year program basis. 
These programs emphasize theory more heavily than do vocational pro- 
grams and consist of highly specialized occupational areas. 


Technical curricula expected to be offered by the Caldwell Technical In- 
stitute for the 1966-1967 Academic year include: 


Business Administration Furniture Drafting and Design 
Executive Secretary Library Assistant 
Medical Secretary 


Graduates of these programs will be awarded the Associate in Applied 
Science Degree. 


Vocational Curricula 


Vocational programs are generally for one year or less in duration. Em- 
phasis is given to specific manipulative skills or application of understand- 
ing. Some knowledge of mathematics, the sciences, and communicative 
skills is also required. 


Vocational programs expected to be offered by the Caldwell Technical 
Institute for the 1966-1967 Academic year include: 


Automotive Mechanics Furniture Drafting 

Carpentry Maintenance Mechanic 

Cosmetology Masonry 

Mechanical Drafting Practical Nurse Education 

Electrical Installation Production Assistant (Furniture) 
and Maintenance Welding 


Graduates of these programs will be awarded a diploma by the Caldwell 
Technical Institute. 


AREAS OF STUDY 
NON-CURRICULUM OFFERINGS 


Extension Offerings 


The Caldwell Technical Institute will offer annually a number of courses 
by extension for those persons who are employed, and who wish to up- 
grade their occupational levels. 


Extension courses will be offered in the late afternoons and evenings, 
and may be offered in certain surrounding communities as well as on the 
campus. 


Many of the extension courses will be the same general nature as those 
included in the one and two-year curriculum programs. Others will be for 
specific purposes of pre-employment or up-grading training to meet needs 
not necessarily met through curricular offerings. 


Extension courses will be announced well in advance of the beginning 
dates. 


Examples of extension offerings of a non-curriculum nature which could 
be offered include: 


Creative Salesmanship Firemanship Training 
Advertising (Series of Courses) 
Personality Development Nurses’ Assistant Training 
Accounting Oral Communications 
Bookkeeping Principles of Supervision 
Business Machine Operation (Series of Courses) 
Rapid Writing Job Instruction Training 
Principles of Management Industrial Psychology 
(Series of Courses) Small Appliance Servicing 
and Repair 


A certificate will be awarded for the satisfactory completion of each 
course offered by extension. 


General Adult Education and Community Service Programs 


Adult and community services programs will normally consist of non- 
credit courses that lead to no degree or diploma. However, a certificate 
will be awarded for the satisfactory completion of each adult or community 
service program. 


Examples of types of offerings in this category follow: 


Social Security Personal Investments 
Law for the Layman Interior Decoration _ 
Personal Income Tax Home Appliance Repair 


Pre-school Problems Business Law 

Human Relations Discussion Groups: 

North Carolina History Great Decisions 

First Aid Great Books 

Public Speaking You and Your Community 
Rapid Reading Aging and You 

Personal Typing World Politics 


Adult Basic Education 


Adult basic education programs are designed for adults who did not go 
to school, or who dropped out before completing the eighth grade. 


Classes are offered on the 0-4 level and on the 5-8 level. Approxi- 
mately 150 class hours (or six months) are required to complete each level. 


Adult High School Equivalency Program 


The adult high school equivalency program is a cooperative program be- 
tween local school administrative units and the Caldwell Technical Institute 
to provide the necessary instruction which will enable the adult student to 
take the State high school equivalency exam. 


The curriculum includes classes in English, mathematics, science, and 
social studies. 


Others 


Cultural events of various kinds will be sponsored by Caldwell Techni- 
cal Institute each year. These will be announced well in advance, open to 
the public, and generally free of charge. Certain types of events may, 
however, require charging a nominal admission fee. 


ADMISSIONS 
ADMISSION REQUIREMENTS 


The Caldwell Technical Institute is a co-educational institution open to 
any individual meeting the admission requirements for the particular 
course or area in which he wishes to enroll. These requirements vary with 
the areas of study offered by the Institute. 


All applicants for the technical curriculum must be high school gradu- 
ates, or be eighteen years of age or older and possess a high school equi- 
valency certificate. The applicant must have satisfactorily completed at 
least two years of high school mathematics, preferably one year of algebra 
and one year of geometry. Physics and chemistry are also desirable 
courses for the technical program applicant to have completed. 


Applicants for the vocational curriculum programs should also be high 
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school graduates or equivalent; however, an applicant may be accepted in 
a vocational curriculum who possesses maturity, mental growth, attitudes, 
aptitudes, and interests necessary for success in the particular curriculum 
for which he is applying. 


ADMISSION PROCEDURES 
(For One and Two-Year Programs) 


1. Secure application form and make application for admission. Ap- 
plication forms may be secured from your local guidance counselor or by 
writing the Caldwell Technical Institute, Box 600, Lenoir, North Carolina, 
or by calling telephone number 758-2306 in Lenoir or 396-3311 in Gran- 
ite Falls. The application for admission should be very carefully and ac- 
curately completed and submitted to the Institute as early as possible to as- 
sure a place in the curriculum desired. Enrollment limits are set for al- 
most all curriculum offerings. 


2. Submit the completed application. There is no fee to be submitted 
with the application. A $2.00 registration fee will be collected when 
registering. 


3. Submit a transcript of high school records and of any post-high 
school work taken. These may be submitted at any time during the senior 
year in high school (if the applicant is still attending high school). An 
applicant meeting all other requirements will be given provisional accen- 
tance pending receipt of his final grades from high school. 


4. Complete the General Aptitude Test Battery given by the North 
Carolina Employment Security Commission. These tests are a require- 
ment for admisison to any institution under the North Carolina Depart- 
ment of Community Colleges. There is an Employment Security Com- 
mission Office in Lenoir where these tests may be taken. 


5. Arrange for an interview with the Director of Student Personnel or 
other representative of the Caldwell Technical Institute. The interview 
is a requirement for completing the application process. The applicant 
may arrange for the interview through his guidance counselor, or by call- 
in the Director of Student Personnel at 758-2306 in Lenoir or 396-3311 in 
Granite Falls. The interview may be arranged in the local school or in 
the temporary facilities of Caldwell Technical Institute. 


Admission With Advanced Standing 


Students may be admitted with advanced standing by transfer from 
other technical institutes, colleges or universities. Credits transferred 
from another institution must be of “C” grade quality or higher, and par- 
allel closely those offered by the Caldwell Technical Institute for the pro- 
gram in which the applicant desires advanced standing. 
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An official transcript must be submitted at least two weeks prior to regis- 
tration day in order for advanced standing to be allowed. 


Certain students may for reason of work experience or special high 
school preparation be allowed to take certain advanced courses instead of 
beginning at a lower level. These cases will be determined individually, 
and usually on the basis of a proficiency exam. Examples of this might 
be the applicant with typing and shorthand credits from high school. Elec- 
tive courses will be chosen by the student to equal the number of credit 
hours omitted. 


EXPENSES 
(For one and two-year programs) 
Registration Fee 


A registration fee of $2.00 is required of all students at the beginning 
of each school year. 


Tuition 


Full-time students will pay tuition of $30.00 per quarter. This will be 
due on the registration date for each quarter. Part-time students will pay 
tuition fees of $2.00 for each credit hour of work taken. Students whose 
legal residence is outside of the State of North Carolina will pay registra- 
tion and tuition fees two-and-a-half times the above rates. 


Books and Supplies 


A student is required to buy the necessary textbooks and supplies pre- 
scribed in the curriculum area he is entering. These vary widely accord- 
ing to curriculum. 


Other Fees 


All students are urged to carry the group insurance available at the In- 
stitute for $2.50 per year. 


Students in the Cosmetology and Licensed Practical Nurse curriculums 
may be required to purchase their uniforms. 


An activity fee of $3.00 per quarter will be charged all students register- 
ed for curriculum programs. 


Students may purchase year books if they desire. 
A nominal fee is charged for a cap and gown at graduation. 
Refunds 


Refunds for full-time students are made only when a student withdraws 
from the Technical Institute for unavoidable reasons. In such cases, 
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$20.00 may be refunded if withdrawal is completed within 20 calendar 
days from the beginning of the quarter. No refunds can be made after 
this time. 


ACADEMIC STANDING 
Grading System 


Official grades are issued for each student at the end of each quarter. 
Students who lack passing averages at mid-quarter will be notified of this 
fact and should schedule a conference with the instructor and/or Director 
of Student Personnel. 


Students enrolled in curriculum program courses will be graded by the 
letter-grade system shown below, and assigned a grade point equivalent in 
quality points for each quarter scheduled. 


Numerical 
Grade Grade Grade Point Equivalent 
93-100 A — Excellent 4 quality points each quarter hour 
85- 92 B-— Good 3 quality points each quarter hour 
77- 84 C— Average 2 quality points each quarter hour 
70- 76 D— Below Average 1 quality points each quarter hour 
Below 70 F— Unsatisfactory 0 quality points each quarter hour 
Inc.—Indicates failure to complete certain course requirements 
because of extenuating circumstances. All incompletes 
must be removed before the end of the succeeding term 
or the grade becomes an automatic “F”’. 
WP—Student dropped the course, but had a passing grade 
average at the point of withdrawal. 
WF—Student dropped the course, and had a failing grade 
average at the point of withdrawal. 


Withdrawals 


Students who withdraw from the Institute during any quarter must first 
consult with the Director of Student Personnel, and then apply in writing 
for permission to withdraw. This protects the student’s scholastic record, 
his right to re-enroll, and his right to transfer to another Technical Insti- 
tute. 


All school property assigned to the student must be accounted for at 
the time of withdrawal. 


Schedule Changes 


Change of schedule after registration has been completed will be made 
only with permission of the Director of Student Personnel. 
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Academic Probation 


Students failing to maintain a 2.0 overall grade point equivalent aver- 
age will be considered on academic probation, and may be required to 
modify his regular course load. A student may be asked to withdraw 
from a regular curriculm program if his grade point average drops below 
C0; 


Requirements for Graduation 


A student is eligible for graduation when he has fulfilled the following 
requirements: 


1. He has satisfactorily completed all the requirements of the curriculum 
in which he is enrolled. 


2. He has sufficient quality points for an overall average of 2.0. 


3. He has taken care of all financial obligations to the Caldwell Tech- 
nical Institute. 


Honors 


A graduating student who has earned an overall quality point average 
of 3.0 or better during his work at the Caldwell Technical Institute will 
receive his diploma or degree “With Honors”. 


STUDENT PERSONNEL ACTIVITIES AND SERVICES 
Counseling 


Opportunity for counseling services is made available to every student 
enrolled in the Caldwell Technical Institute. Counseling services are 
available for the discussion of personal problems affecting the satisfactory 
progress of the student in his chosen curriculum, for the discussion of his 
educational progress and for the discussion of work or study habits. . 


’ er student is also assigned a faculty advisor to whom he may go for 
elp. 


FINANCIAL AID PROGRAM 
Scholarships 


A limited number of scholarships are available at present; however, 
more scholarships are expected in the near future. Students desiring such 
aid should make this known when filing an admission application. After 
initial payment and upon evidence of satisfactory performance by the reci- 
pient, the scholarship is payable in amounts prorated to each quarter of 
the school year. Scholarships available as of the printing of this publi- 
cation are: 


Claude F. Seila Scholarship 


Awarded each year to one student taking a full time curriculum. This 
scholarship, given by the Lenoir Woman’s Club, will award $175.00 to the 
recipient. 


Anna Hasburg Mills 
Memorial Nursing Scholarship 


Awarded each year to one student taking the Practical Nursing curri- 
culum. This is a full scholarship covering all tuition, fees, and textbooks 
in the program. This $1,000.00 memorial scholarship fund was given by 
Mrs. Grace Mills Love. 


Short Term Loans 


A revolving loan fund was established in 1966 by Caldwell Technical 
Institute for the beenfit of students who, at the time of registration, do not 
have all the necessary money to pay tuition, fees, and purchase books and 
supplies. Students who indicate they lack sufficient funds and can assert 
that this is a temporary condition may borrow up to $50.00. No interest 
is charged on these loans. 


Long Term Loans 


North Carolina Funds for Vocational and Technical Students—The 
Caldwell Technical Institute is participating in the student loan program 
established by the State Board of Education making financial assistance 
available to those students enrolled full time in a vocational or technical 
education program. Qualified students may borrow up to $300.00 in any 
year. Three and one-half per cent interest per year is charged on the un- 
paid balance beginning one vear after the borrower ceases to pursue a 
full-time course of study at Caldwell Technical Institute. The total loan 
must be repaid in five years. Students may make application through the 
Director of Student Personnel. 


Funds to support this loan program are limited, but the Institute is hope- 
ful that additional monies will be contributed by other organizations for 
this worthwhile purpose. 


The National Student Loan Fund Act makes provisions for students to 
borrow up to $1,000 in any one year. Three per cent interest per year is 
charged on the unpaid balance beginning one year after the borrower 
ceases to pursue a course of study at an institution of higher learning. The 
total loan must be repaid in ten years. Students may make application 
through the financial aid counselor in the Student Personnel Office. 


Part-Time Work Scholarships 


“Work-while-you-learn” jobs (work-study program) pay students a basic 
rate of $1.25 an hour but can go up for highly specialized work. The 
average earnings per year is $500. 
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All needy students are eligible, not just those from low-income ($3,000 a 
year or less) families as was formerly the case. Students from the low- 
income families will still be given first preference to jobs, however. 


Jobs are available now at Caldwell Technical Institute. 


Students may work up to 15 hours a week while attending an institu- 
tion full time, and during the summer they may work full time on a 40- 
hour week basis. Work may be either for the institute or for an approved 
off-campus non-profit agency. 


STUDENT INSURANCE. A group accident insurance policy is avail- 
able to students at a reasonable cost. A letter with full information is 
sent to all students prior to the opening of each session. 


Placement Services 


A placement service will be provided for graduates of the Caldwell 
Technical Institute. Personal-data sheets on each student will be prepared 
for prospective employers. Interviews will be arranged as opportunities 
arise. 


Student Housing 


No dormitory facilities are available at Caldwell Technical Institute; 
however, the Institute staff will assist in locating suitable housing for those 
requesting assistance. 


Veterans 


Qualified veterans who are admitted for instruction may be approved 
upon presentation of the Certificate of Eligibilty issued by the Veterans 
Administration. Students will be accepted under Public Law 550 or Pub- 
lic Law 89-358. Veterans under Public Law 550 and 89-358 are respon- 
sible directly to the school for payment of all costs. 


Draft Deferment 


Draft Deferment forms are mailed to local Selective Service Boards 
upon request after registration. 


Books and Supplies 
Students are responsible for securing their own textbooks and other 
supplies which may be required. Since these items may be used on the 


first day of classes, they should be purchased on the day of registration. 
The Institute bookstore is kept open extra hours during registration. 


Library Facilities 


The library has a present collection of over 7,000 books and catalogued 
pamphlets and receives over 75 periodicals. New titles are being added 
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continually. The open-shelf system is used; students are encouraged to 
browse and use the reading room as a quiet place to study. 


Studio, Laboratory, and Shop Equipment 


Ample opportunity for students to make practical application of their 
classroom work is an inherent part of many programs offered at the Insti- 
tute. Within the framework of regulations, which are always necessary 
when expensive equipment is involved, students have some of the best 
equipment available for their use. 


Attendance Policy 


This school has no system for allowing absences from classes. Absences 
are a serious deterrent to good scholarship; it is imposisble to receive in- 
struction, obtain knowledge, or gain skill when absent. As all students 
are adults with many responsibilities, an occasional absence from class 
might be absolutely necessary; however, such absences in no way lessen 
the student’s responsibility for meeting the requirements of the class. There 
is always, however, a direct relationship between the number of class ab- 
sences and the final grade. It is the student’s responsibility to contact the 
instructor for any missed assignments. Explanation for an absence will 
not be demanded, but as a matter of courtesy the reason for it should be 
given to the instructor. 


Student Conduct 


Institute students are considered to be mature individuals. Their con- 
duct, both in and out of school, is expected to be that of any respectable 
adult in a public place. Under these circumstances, it is expected that the 
students will at all times consider they are living in a democratic situation, 
and that the reputation of the institution rests on their shoulders. Com- 
mon courtesy and cooperation make the above suffice for a long list of 
rules and penalities. 


Fundamentals Learning Laboratory 


The purposes of the Fundamental Learning Laboratory are threefold: 
to provide necessary materials and facilities to help adults prepare for the 
high school equivalency examination, to help students and adults gain 
educational improvement of their own choosing, and to help students 
remedy academic deficiencies. 


A registration fee of $2.00 is paid by the applicant upon registering. 
The only necessary materials he need furnish are pencil and paper, and 
the only requirement is that he be at least eighteen years old. 


The lab schedule will be announced at the beginning of the school term. 


ASSOCIATE IN 


APPLIED SCIENCE 


DEGREE 


PROGRAMS 
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TECHNICAL CURRICULA 


The two-year technical curricular program is designed to prepare en- 
rollees for technician-level occupations. More emphasis is given to theory 
than in vocational courses. Also, roughly one-half of the course re- 
quirements are in general education and the sciences underlying the parti- 
cular occupational area. 


ADMISSION REQUIREMENTS 
TECHNICAL PROGRAM 
MINIMUM ADMISSION REQUIREMENTS 


Requirements for admission of a candidate to the regular two-year tech- 
nology program include the following qualifications. The candidate: 


1. Must be a high school graduate or have a State approved equivalent 
education. 


2. Must have high school credit for two units of mathematics, one of 
which is in algebra and the other in plane geometry or an equivalent 
in modern mathematics. Competence may be determined by ap- 
propriate tests. Those who fail to meet the accepted standards for 
technical mathematics will be required to complete successfully a pre- 
requisite mathematics course to remove the deficiency. A student 
with deficiencies may be admitted only when there is strong indica- 
tion of probable success. 


3. Should have completed one unit of physical science with laboratory. 


4. Must submit the transcripts of high school and post-high school edu- 
cation. 


5. Must demonstrate aptitude for technician training as determined by 
standards tests. These tests will aid in student selection, placement, 
and guidance. Institution guidance and counseling will be available 
to the student throughout his education, not just at the time of his 
enrollment. 


6. Must be in acceptable condition of physical and mental health. Medi- 
cal examination may be required at the discretion of the administra- 
tion. 


7. Must have an interview with a designated representative for discuss- 
ing enrollment plans and lifetime career goals. 


CONTACT HOURS AND CREDIT HOURS 


These curriculums are to be offered on the basis of an average load 
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of twenty-five contact hours per five-day week, eleven weeks per quarter 
for six quarters. Students enrolled in a part-time program will be sched- 
uled, based on class needs, to accomplish this average load, but over a 
longer period of time. 


Quarterly credit hours are awarded to students on the following arrange- 
ment: 


Credit of one quarter hour for each hour of class work per week for 
eleven weeks. The average hour of class will require two hours of 
assigned homework for the average student. 


Credit of one quarter hour for each two hours of laboratory work per 
week for eleven weeks. One hour of assigned homework will ac- 
company an average laboratory period of two hours. 


Credit of one quarter hour for each three hours of manipulative labora- 
tory for eleven weeks. No outside work will ordinarily be assigned 
to accompany this shop period. Manipulative laboratories will be 
indicated by an asterisk. 


The following definitions will explain the foregoing terms: 
“Class work” is lecture and other classroom instruction. 
“Laboratory” involves demonstration by instructor, experimentation 
and practice by students. 
“Manipulative laboratory” involves development of manual skills and 
job proficiency. 


ADMISSION REQUIREMENTS 
BUSINESS TECHNOLOGY PROGRAMS 


MINIMUM ADMISSION REQUIREMENTS 


Requirements for admission of a candidate to the regular two-year As- 
sociate of Applied Science Degree program include the following qualifica- 
tions. The candidate: 


1. Must be a high school graduate or have a State approved equivalent 
education. 
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. Must submit the transcript of high school and post-high school edu- 
cation. 


3. Must demonstrate aptitude for business training as determined by 
standardized tests. These tests will aid in student selection, place- 
ment, and guidance. Institution guidance and counseling will be 
available to the student throughout his education, not just at the 
time of his enrollment. 


4. Must be in acceptable condition of physical and mental health. Medi- 
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cal examination may be required at the discretion of the administra- 
tion. 


5. Must have an interview with a designated representative for discuss- 
ing enrollment plans and lifetime career goals. 


ELECTIVES 


These programs have provisions for electives. Students with skills in 
typing and shorthand may be exempted from taking T-BUS 102 Typewrit- 
ing, T-BUS 103 Typewriting, and T-BUS 106 Shorthand. In this case 
the student is to elect a course of equivalent or more hours from any busi- 
ness education curriculum of the associate degree level. 


BUSINESS ADMINISTRATION 
INTRODUCTION 


Purpose of Curriculum 


In North Carolina the opportunities in business are increasing. With 
the increasing population and industrial development in this State, business 
has become more competitive and automated. Better opportunities in 
business will be filled by students with specialized education beyond the 
high school level. The Business Administration Curriculum is designed 
to prepare the student for employment in one of many occupations com- 
mon to business. Training is aimed at preparing the student in many 
phases of administrative work that might be encountered in the average 
business. 


The specific objectives of the Business Administration Curriculum are to 
develop the following competencies: 


1. Understanding of the principles of organization and management in 
business operations. 


2. Understanding our economy through study and analysis of the role 
of production and marketing. 


3. Knowledge in specific elements of accounting, finance, and business 
law. 


4. Understanding and skill in effective communication for business. 


5. Knowledge of human relations as they apply to successful business 
operations in a rapidly expanding economy. 
Job Description 


The graduate of the Business Administration Curriculum may enter a 
variety of career Opportunities from beginning sales person or office clerk 
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to manager trainee. The duties and responsibilities of this graduate vary 
in different firms. These encompassments might include: making up 
and filing reports, tabulating and posting data in various books, sending 
out bills, checking calculations, adjusting complaints, operating various 
office machines, and assisting managers in supervising. Positions are 
available in businesses such as advertising; banking; credit; finance; re- 
tailing; wholesaling; hotel, tourist, and travel industry; insurance; trans- 
portation; and communications. 
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BUSINESS ADMINISTRATION 


SUGGESTED CURRICULUM BY QUARTERS 


Course ‘Title Hours Per Week Quarter 
Hours 
FIRST QUARTER Class Lab. Credit 
T-ENG 101 Grammar 3) 0 3 
T-BUS 102 Typewriting (or Elective) 2 ahs 3 
T-MAT 110 Business Mathematics 5 0 5 
T-BUS 101 Introduction to Business 5 0 5) 
T-ECO 102 Economics 3 0 3 
18 3 19 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-BUS 120 Accounting 5 2 6 
T-ECO 104 Economics 3 0 3 
T-BUS 115 Business Law 3 0 3 
T-BUS 123 Business Finance 3 0 3 
17 2 18 
THIRD QUARTER 
T-ENG 103 Report Writing 3 0 3 
T-BUS 124 Business Finance 3 0 5 
T-BUS 110 Office Machines 2 2 3 
T-BUS 121 Accounting 5) 2 6 
T-BUS 116 Business 3 0 3 
16 4 18 


““Mfanipulative laboratory” involves development of skills and job proficiency. 
Credit of one quarter hour for each three hours of laboratory. 
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Course Title Hours Per Week Quarter 

Hours 

FOURTH QUARTER Class Lab. Credit 
T-ENG 204 Oral Communication 3 0 3) 
T-BUS 232 Sales Development 3 0 3 

T-EDP 104 Introduction to Data 

Processing System 3 2 4 
T-BUS 239 Marketing 5) 0 5) 
Elective 3 0 3 
17 2 18 


FIFTH QUARTER 


T-ENG 206 Business Communication 3 0 3 
Social Science Elective 3 0 3 
T-BUS 243 Advertising 3 2 4 
T-BUS 235 Business Management 3 0 3 
Elective 3 0 5 
iS Dp 16 

SIXTH QUARTER 
Social Science Elective 3 0 3 
T-BUS 229 Taxes 3 2 4 
T-BUS 272 Principles of Supervision 3 0 3 
T-BUS 271 Office Management 3 0 3} 
Elective 6 0 6 
18 2 19 
Total Quarter Hours in Courses 96 
Electives (Min.) 12 
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EXECUTIVE SECRETARY 
INTRODUCTION 


Purpose of Curriculum 


The demand for better qualified secretaries in our ever-expanding busi- 
ness world is becoming more acute. The purpose of this curriculum is to 
outline a training program that will provide training in the accepted pro- 
cedures required by the business world, and to enable persons to become 
proficient soon after accepting employment in the business office. 


The Executive Secretary Curriculum is designed to offer the students the 
necessary secretarial skills in typing, dictation, transcription, and termi- 
nology for employment in the business world. The special training in secre- 
tarial subjects is supplemented by related courses in mathematics, account- 
ing, business law, and personality development. 


Job Description 


The graduate of the Executive Secretary Curriculum should have a 
knowledge of business terminology, skill in dictation, and accurate tran- 
scription of business letters and reports. The graduate may be employed 
as a stenographer or a secretary. Stenographers are primarily responsible 
for taking dictation and transcribing letters, memoranda, or reports. The 
secretary, in addition to taking dictation and transcribing, is given more 
responsibility in connection with meeting office callers, screening telephone 
calls, and being an assistant to an executive. She may enter a secretarial 
position in a variety of offices in businesses such as insurance companies, 
banks, marketing institutions, and financial firms. 


SECRETARY - EXECUTIVE 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title Hours Per Week Quarter 
Hours 
FIRST QUARTER Class Lab. Credit 
T-ENG 101 Grammar 3 0 5 
T-BUS 102 Typewriting (Or Elective) 2 aye 3 
T-MAT 110 Business Mathematics 5 5 
T-BUS 101. Introduction to Business 5 5 
T-BUS 106 Shorthand (Or Elective) 3 2 4 
18 5 20 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-BUS 103 Typewriting (Or Elective) 2 3p 3 
T-BUS 107. Shorthand 3 2 4 
T-BUS 120 Accounting 5) 2 6 
T-BUS 115 Business Law 3 0 3 
16 7 19 
THIRD QUARTER 
T-ENG 103. Report Writing 3 0 3 
T-BUS 104 Typewriting 2 aye 3} 
TeBUS 108 Shorthand 3 2 4 
T-BUS 110 Office Machines 2 2 3 
T-BUS 112) Filing 3 0 3 
13 7 16 





*“Manipulative laboratory” involves development of skills and job proficiency. 
Credit of one quarter hour for each three hours of laboratory. 
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Course ‘Title Hours Per Week Quarter 
Hours 
FOURTH QUARTER Class Lab. Credit 
T-ENG 204 Oral Communication 3 0 3 
T-BUS 206E Dictation and Transcription 
(Executive) S) 2: 4 
T-BUS 205 Advanced Typewriting D 3% 3 
T-BUS 211 Office Machines 2 ey 3 
T-EDP 104 Introduction to Data 
Processing Systems 3 2 4 
13 9 17 


FIFTH QUARTER 


T-ENG 206 Business Communication 3 0 3 
T-BUS 207E Dictation and Transcription 

(Executive) 3 2 4 

T-BUS 214 Secretarial Procedures 3 2 4 

General Drafting Elective 3 0 3 

Elective 6 0 6 

18 4 20 


SIXTH QUARTER 


Social Science Elective 3 0 3 
T-BUS 208E Dictation and Transcription 
(Executive) 3 2 4 
T-BUS 271 Office Management 3 0 3 
Elective 6 0 6 
TS 2 16 
Total Quarter Hours in Courses 96 
Electives (Min.) 1 
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MEDICAL SECRETARY 
INTRODUCTION 


Purpose of Curriculum 


The demand for better-qualified medical secretaries in our ever-expand- 
ing medical profession is becoming more acute. The purpose of this cur- 
riculum is to outline a training program that will provide specialized_train- 
ing in the accepted procedures required by the medical profession, and to 
enable persons to become proficient soon after accepting employment in 
the medical and health occupations. 


The Medical Secretary Curriculum is designed to offer the students the 
necessary secretarial skills in typing. dictation, transcription, and termi- 
nology for employment in the medical profession. The special training in 
secretarial subjects is supplemented by related courses in mathematics, ac- 
counting, business law, and personality development. During the last 
quarter, the student engages in six hours of office application each week 
in a hospital or physician’s office. 


Job Description 


The graduate of the Medical Secretary Curriculum should have a know- 
ledge of medical terminology, skill in dictation, and accurate transcription 
of medical records, reports, and letters. The duties of a medical secretary 
may consist of: taking dictation and transcribing letters, memoranda and 
reports, meeting office callers and screening telephone calls, filing, and 
scheduling appointments. The graduate may enter a secretarial position 
in a variety of offices such as physicians’, private and public hospitals, 
Federal and State health programs, and the drug and pharmaceutical in- 
dustry. 


SECRETARIAL - MEDICAL 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title 


FIRST QUARTER 


T-ENG 101 Grammar 

T-BUS 102 Typewriting (Or Elective) 
T-MAT 110 Business Mathematics 
T-BUS 101 Introduction to Business 
T-BUS 106 Shorthand (Or Elective) 


SECOND QUARTER 


T-ENG 102 Composition 

T-BUS 103. Typewriting (Or Elective) 
T-BUS 107 Shorthand 

T-BUS 120 Accounting 

T-BUS 115 Business Law 


THIRD QUARTER 


T-ENG 103 Report Writing 
T-BUS 104. Typewriting 
T-BUS 108 Shorthand 
T-BUS 110 Office Machines 
T-BUS 112 Filing 


T-BUS 183W_ Terminology and Vocabulary 
(Medical) 


Hours Per Week Quarter 


Class 


3 


2 


WwW Mm WN 


Ww NY WwW NY W 


16 


Hours 
Lab. Credit 

0 3 
Bye! 3 
0 5 
0 5 
DD 4 
5) 20 
0 3 
3a 3 
oD 4 

6 

3 
7 19 
0 3 
3% 3 
D 4 
2 3 
0 3 
0 3 
I 19 


“Manipulative laboratory” involyes development of skills and job proficiency. 


Credit of one quarter hour for each three hours of laboratory. 
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Course Title Hours Per Week Quarter 
Hours 
FOURTH QUARTER Class Lab. Credit 
T-ENG 204 Oral Communication 3 0 B 
T-BUS 206M _ Dictation and Transcription 
(Medical) 3 D; 4 
T-BUS 205 Advanced Typewriting 2 Shee 
T-BUS 211 Office Machines 2 2 3 
T-EDP 104 Introduction to Data 
Processing Systems 3} 2) 4 
T-BUS 284M _ Terminology and Vocabulary 
(Medical) 3 0 3 
16 9 20 
FIFTH QUARTER 
T-ENG 206 Business Communication 3 0 3 
T-BUS 207M _ Dictation and Transcription 
(Medical) 3 2 4 
T-BUS 214 Secretarial Procedures 3 2 4 
General Drafting Elective 3 0 3 
Elective 3 0 3 
15 4 17 
SIXTH QUARTER 
Social Science Elective 3 0 3 
T-BUS 208M __ Dictation and Transcription 
(Medical) 3 2 4 
T-BUS 271 Office Management 3 0 3 
Elective 3 0 3 


194 pe 13 
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DRAFTING AND DESIGN—Furniture 
INTRODUCTION 


Purpose of Curriculum 


This curriculum guide was prepared for the purpose of outlining a train- 
ing program for students of drafting and design technology. There are 
certain identifiable duties which are common to all technicians of this 
general classification and which comprise the basic areas of technical 
knowledge they need. This curriculum has been designed for training 
persons in the accepted performance of these basic duties that will be as- 
signed, and to enable the individual student to become proficient in a short 
time after he becomes employed in the industry. 


Courses in general education have been included to give a student the 
assurance that comes with education upon a broad base. The technician 
associates with many levels of thought and expression—administrative 
personnel, scientists, engineers, skilled workmen—and must be able to 
communicate effectively with all levels. Courses in the skills of communi- 
cation, human relations, economics, and the field of industrial oragnization 
and management have been provided to assist the student to develop under- 
standing and confidence. Courses containing essential information from 
related subject areas, such as mathematics, physics, and mechanics, have 
been included in order to provide the student a better academic base for his 
training. 


Job Description 


Furniture drafting and design technicians are concerned with the pre- 
paration of drawings for design proposals, for experimental models, and 
items for production use. 


These technicians perform many aspects of design in a specialized field, 
such as the developing of the design of a section, sub-assembly, or major 
component. Investigating design factors and availability of material and 
equipment, production methods and facilities are frequent assignments. 
They also design units and controls from specifications by utilizing draw- 
ings of existing units and reports on functional performance or design com- 
ponents in industrial fields based on enigneers’ original design concepts or 
specific ideas. They are assigned as coordinators for the execution of re- 
lated work of other design, production, tooling, material and planning 
groups. Technicians in this classification will often supervise the prepara- 
tion of working drawings. 


DRAFTING AND DESIGN—Furniture 


SUGGESTED CURRICULUM BY QUARTERS 


Course ‘Title Hours Per Week Quarter 

Hours 

FIRST QUARTER Class Lab. Credit 
T-ENG 101 Grammar 3 0 3 
T-MAT 101 Technical Mathematics 5 0 5) 
T-PHY 101 Physics: Properties of Matter 3 2 4 
T-DFT 101 ‘Technical Drafting 0 On 2 

T-CAB 101 

Furniture Processes 3 3 4 
14 11 18 


SECOND QUARTER 


T-ENG 102 Composition 3 0 3 
T-MAT 102 Technical Mathematics 5 0 5 
T-PHY 102. Physics: Work, Energy, Power 3 2 4 
T-DFT 102 Technical Drafting 0 6* 2 
T-UPH 102 Furniture Processes 3 3 4 
14 11 18 
THIRD QUARTER 
T-ENG 103 Report Writing 3 0 3 
T-1SC 215 Product Development 3 0 3 
T-DFT 105 Furniture Drafting 2 6* 4 
T-DES 117 Visual Design 2 Or 4 
T-DES 225 Furniture Styling 2 3 3 


Course Title 


FOURTH QUARTER 


T-ENG 204 Oral Communication 
T-DFT 204 Descriptive Geometry 
T-DFT 240 Furniture Drafting 
T-DES 118 Visual Design 
T-DES 239 Rendering 


FIFTH QUARTER 


Social Science Elective 
T-DFT 241 Furniture Design Drafting 
T-DES 216 Tectonic Design 
T-DES 245 Anatomical Relationship 


Elective 


SIXTH QUARTER 


Social Science Elective 
T-DFT 242 Furniture Design Drafting 
T-DES 250 Interior Planning and Display 


Elective 





Hours Per Week 


Class 
3 
2, 


9 





ee ES PS) us 


Ww 


Lab. 


6% 
3 


6% 
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Quarter 


Hours 
Credit 


Ww Mm 


*“Manipulative laboratory” involves development of skills and job proficiency. 


Credit of one quarter hour for each three hours of laboratory. 
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LIBRARY ASSISTANT 


INTRODUCTION 


A Library Assistant is a person working under a professional librarian 
at the sub-professional level who is trained to do many of the non-profes- 
sional tasks which must be handled by the librarian without such assist- 
ance. 


A Library Assistant receives task assignments from, and is directly re- 
sponsible to, the professional librarian. These task assignments may in- 
clude one or more of the following: 


Job Description 


1. Compiles records, sorts and shelves books, and issues and receives 
library materials such as books, phonograph records. 2. Records iden- 
tifying data and date due on cards by hand or by photographic equip- 
ment to issue books to patrons. 3. Inspects returned books for damage, 
verifies due date, and computes and receives overdue fines. 4. Reviews 
records to compile list of overdue books and issues overdue notices to 
borrowers. 5. Sorts books, publications, and other items according to 
classification code and returns them to shelves, files, or other designated 
storage area. 6. Locates books and publications for patrons. 7. Issues 
borrower’s identification card according to established procedures. 8. 
Files cards in catalog drawers according to system. 9. Repairs books, 
using mending tape and paste and brush. 10. Answers inquiries of non- 
professional nature on telephone and in person and refers persons requir- 
ing professional assistance to the librarian. 11. Types cards, lists, and 
duty schedules. 


There is a very critical shortage of professionally-trained librarians at 
the present time, and the outlook for the near future indicates that this 
shortage will become even more critical. Many librarians, even during 
this critical shortage, spend considerable amounts of their time on non- 
professional tasks. 


The 1965 Elementary and Secondary School Act makes available con- 
siderable sums of money for library improvements in the public schools, 
the effectiveness of which depends upon professional guidance and direc- 
tion from a trained librarian. Colleges, other post-high school institutions, 
hospitals, local governmental units, churches, industries, and other organi- 
zations are constantly expanding present libraries or creating new ones. 


This program is designed to train persons to do more of the non-profes- 


sional tasks and increase the effectiveness of the professionally-trained 
librarian. 


oe) 


Purpose of the Program 


A two-year program designed to prepare library assistants for technical 
work in libraries — public school, hospital, government, and industry. 
Graduates are qualified for general library duties, including ordering and 
accessioning books, processing materials, cataloging, binding related pam- 
phlets and periodicals, mending torn materials, and keeping the vertical 
file up-to-date. 


1. To provide a background of general education, coupled with certain 
basic library skills to prepare interested students to enter library work 
above the minimum clerk status. 


2. To introduce the varieties of library work into which a trained per- 
son may work, suiting abilities to the particular job. 


3. To provide training in skills at an undergraduate level, making pos- 
sible entry into library work, without involving the long “in service” train- 
ing now needed for clerks. 


4. To provide extended training in library techniques for the person who 
already has either the AA or the BA, who would be eligible for supervisory 
sub-professional work with this specialized training. 


The suggested curriculum is presently being outlined by the Curriculum 
Laboratory, Department of Community Colleges, and will appear in a 
catalog supplement at a later date. 


DIPLOMA PROGRAMS 


VOCATIONAL CURRICULA 


One year diploma programs designed to prepare enrollees for trade 
level occupations. Much emphasis is given to the development of manip- 
ulative skills. 
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ADMISSION REQUIREMENTS 
TRADE PROGRAM 


The following are minimum admission requirements to the regular one- 
year trade preparatory curriculums and vocational programs: 


MINIMUM ADMISSION REQUIREMENTS 


A candidate for admission to the regular trade-vocational training pro- 
gram must meet the following qualifications: 


i 


Must be at least 18 years of age and have the ability to enter into or 
make advancement in the area in which enrolled. 


. Must have satisfactory completed a minimum of eight (8) units of 


accredited secondary school work. Those who have not successfully 
completed eight (8) units of such work will be required to take other 
standard and/or local institution tests. 


. Must demonstrate aptitude for trade-vocational training as deter- 


mined by standard and/or local institution tests to insure ability to 
meet job requirements in the desired trade. 


. Must have one (1) unit of secondary school algebra or an equivalent 


in modern mathematics. Those who have deficiencies will be re- 
quired to remove the deficiency before completing their training. 


Provisional admittance may be granted at the discretion of the 
administration. . 


. Must have a personal interview with designated school representa- 


tive. 


. Must be in acceptable condition of physical and mental health to 


meet qualifications for a given occupation. 
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CONTACT HOURS AND CREDIT HOURS 


These curriculums are to be offered on the basis of an average load of 
twenty-five contact hours per five-day week, eleven weeks per quarter, for 
four quarters. Students enrolled in a part-time program will be scheduled, 
based on class needs, to accomplish this average load, but over a longer 
period of time. 


Quarterly credit hours are awarded to students on the following arrange- 
ment: 


Credit of one quarter hour for each hour of class work per week for 
eleven weeks. The average hour of class will require two hours of 
assigned homework, for an average student. 


Credit of one quarter hour for each two hours of laboratory work per 
week for eleven weeks. One hour of assigned homework will accom- 
pany an average period of two hours. 


Credit of one quarter hour for each three hours of shop practice for ele- 
ven weeks. No outside work will ordinarily be assigned to accom- 
pany this shop period. 


The following definitions will explain the foregoing terms: 
“Class work” is lecture and other classroom instruction. 


“Laboratory” involves demonstration by instructor, experimentation and 
practice by students. 


“Shop practice” involves development of manual skills and job profi- 
ciency. 
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AUTOMOTIVE MECHANICS 
INTRODUCTION 


Purpose of Curriculum 


This curriculum provides a training program for developing the basic 
knowledge and skills needed to inspect, diagnose, repair or adjust automo- 
tive vehicles. | Manual skills are developed in practical shop work. 
Thorough understanding of the operating principles involved in the modern 
automobile comes in class assignments, discussion, and shop practice. 


Complexity in automotive vehicles increases each year because of scien- 
tific discovery and new engineering. These changes are reflected not only 
in passenger vehicles, but also in trucks, buses, and a variety of gasoline- 
powered equipment. This curriculum provides a basis for the student to 
compare and adapt to new techniques for servicing and repair as vehicles 
are changed year by year. 


Job Description 


Automobile mechanics maintain and repair mechanical, electrical, and 
body parts of passenger cars, trucks, and buses. In some communities 
and rural areas, they also may service tractors or marine engines and other 
gasoline-powered equipment. Mechanics inspect and test to determine the 
causes of faulty operation. They repair or replace defective parts to re- 
store the vehicle or machine to proper operating condition. They use shop 
manuals and other technical publications. 


Automotive mechanics in smaller shops usually are general mechanics 
qualified to perform a variety of repair jobs. A large number of auto- 
mobile mechanics specialize in particular types of repair work. For ex- 
ample, some may specialize in repairing only power steering and power 
brakes, or automatic transmissions. Usually such specialists have an all- 
round knowledge of automotive repair and may occasionally be called upon 
to do other types of work. 


AUTOMOTIVE 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title Hours Per Week Quarter 

Hours 

FIRST QUARTER Class Lab. Credit 
PME 1101 Internal Combustion Engine 3 2 i. 
MAT 1101 Fundamentals of Mathematics 5 0 b) 
ENG 1101 Reading Improvement 2 0 2 
PHY 1101 Applied Science 3 2, 4 
13 14 18 


SECOND QUARTER 


PME 1102 Engine Electrical and Fuel 
Systems 5 12 
ENG 1102 Communication Skills 3 0 3 
DET 1101 Schematics and Diagrams: 
Power Mechanics 0 3 1 
BEY) 1102 Applied Science 3 2 4 
11 7, 17 
THIRD QUARTER 
AUT 1123 Automotive Chassis and 
Suspensions Systems 3 9 6 
SUL 1121 Braking Systems 3 3 4 
Sia 1101 Human Relations 3 0 3 
AHR 1101 Automotive Air Conditioning 2, 3 3 
WLD 1101 Basic Gas Welding 0 3 1 
11 18 17 
FOURTH QUARTER 
AUT 1124 Automotive Power Train Systems 3 2 6 
AUT 1125 Automotive Servicing 3 9 6 
BUS 1103 Small Business Operations 3 0 3 





COSMETOLOGY 
INTRODUCTION 


Purpose of Curriculum 


This course outline is planned to meet the requirements of the North 
Carolina Board of Cosmetics Arts. 


The first quarter of instruction consists of an introduction to Cosmetol- 
ogy including the fundamentals of ethics, history, theory, and practice. 
The class activities include practical lessons, lectures, demonstrations, 
student practice on wefts and mannequins. 


The second quarter of instruction places more emphasis on manipula- 
tive skills. The acquisition of correct habits and skills is stressed. 
Practical work is done almost exclusively on patrons and models. 


Third quarter correlates theory with practice in the study of related 
subjects and developing more advanced artistic skills. 


In the fourth quarter the students are capable of doing work unassisted 
and are equipped for the state examination and outside employment. Each 
student, prior to filing an application to the Cosmetic Arts Board for ex- 
amination, is given a test both theoretical and practical. 


Cosmetologists may provide a variety of services for patrons or they 
may specialize in certain jobs. 


Job Description 


They cut hair according to patron’s instructions or according to original 
style (barber); Comb and wave patron’s hair (hairdresser), occasionally 
suggesting or creating new and varied coiffures to meet individual needs 
(hair stylist). Tint or bleach hair (hair colorist). Give hair and scalp 
treatments in accordance with standardized methods (scalp-treatment opera- 
tors). Apply various lotions, creams, and packs to patron’s face to clean 
or treat skin, remove wrinkles, and apply cosmetics (facial operator). 
Clean, shape, and polish patron’s nails (manicurist). 


FIRST QUARTER 


COS 
COS 


COS 
COS 
COS 
COS 


SUGGESTED CURRICULUM BY QUARTERS 


1101 
1102 


1103 
1105 
1107 
1112 


COSMETOLOGY 


Course Title 


SECOND QUARTER 


COS 
COS 
COS 
ENG 


1111 
els) 
1106 
1102 





THIRD QUARTER 


COS 


COS 
COS 
PSY 


1110 


1118 
1120 
1101 


FOURTH QUARTER 


COS 
COS 
COS 
COS 
COS 
COS 


1116 
1119 
1121 
NW ze2 
1123 
1124 


Class 
Introduction to Cosmetology 5 
Bacteriology, Sanitation, 
and First Aid 5 
Shampoo and Rinse 0 
Finger Waving and Pin Curling 1 
Manicuring 1 
Personality 2 
14 
Hair Styling and Wig Care 2 
Tinting and Bleaching 1 
Hair Shaping 1 
Communication Skills 2 
6 
Permanent Waving — Cold and 
Heat Wave 2» 
Anatomy I 3 
Facials 1 
Human Relations D 
8 
Scalp Treatments 1 
Anatomy II ey 
Disorders of Skin, Nails, & Hair 5 
Electricity S) 
Chemistry 2 
Operational Management ! 
(Elective) 3 


Hours Per Week 


Onwnwon Wb — 


= 
ON 


CO Oo 


espe) 
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Quarter 
Contact 
Hours 


66 
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DRAFTING - MECHANICAL 
INTRODUCTION 


Purpose of Curriculum 


This curriculum is designed to prepare students to enter the field of 
mechanical drafting. The first two quarters contain courses basic to all 
fields of drafting. The third and fourth quarters contain specialization 
and related courses that prepare one to enter mechanical drafting occupa- 
tions. 


Each course is prepared to enable an individual to advance rapidly in 
drafting proficiency upon entering the field of work. Courses are arrang- 
ed in sequence to develop drafting skills and proficiency in mathematics 
and science. The draftsman associates with many levels of personnel— 
administrative, architects, engineers, skilled workmen—and must be able 
to communicate effectively with them. Courses to develop knowledge and 
skills in communication, human relations, economics and industrial organi- 
zation are provided to assist the student in developing understanding and 
confidence in his relations with other persons. 


Job Description 


A draftsman prepares clear, complete, and accurate working plans and 
detail drawings, from rough or detailed sketches or notes for engineering or 
manufacturing purposes, according to the specified dimensions: makes 
final sketch of the proposed drawing, checking dimension of parts, ma- 
terials to be used, the relation of one part to another, and the relation of 
the various parts to the whole structure. Makes any adjustments or 
changes necessary or desired. Inks in lines and letters on pencil drawings 
as required. Exercises manual skill in the manipulation of triangle, T- 
square, and other drafting tools. Lays tracing paper on drawing and 
traces drawing in pencil or ink. Makes charts for representation of statis- 
tical data. Makes finished designs from sketches. Utilizes knowledge 
of various machines, engineering practices, mathematics, building mater- 
ials, and other physical sciences to complete the drawings. 


A mechanical draftsman performs the general duties of a draftsman and 
also specializes in making rough drafting sketches of proposed mechanical 
devices, and the drawing of necessary details. Prepares accurate scale 
drawings of parts or machines from specifications. 


DRAFTING - MECHANICAL 


SUGGESTED CURRICULUM BY QUARTERS 





Course Title Hours Per Week Quarter 

Hours 

FIRST QUARTER Class Lab. Credit 
DFT 1121 #Drafting 3 iy 7 
MAT 1103 Geometry 3 0 3 
ENG 1101 Reading Improvement 2 0 2 
ERY, 1101 Applied Science 3 D 4 
Ul 14 16 


SECOND QUARTER 





DFT 1122 Drafting 3 6 5) 
DFT 1125 Descriptive Geometry 2 3 3 
MAT 1102 Algebra 3) 0 5 
ENG 1102 Communication Skills 3} 0 3 
PHY 1102 Applied Science 3 2 4 
16 11 20 
THIRD QUARTER 
DFT 1131 Mechanical Drafting 3 12 7 
MAT 1104 Trigonometry 3 0 3 
PSYi 1101 Human Relations 3 0 3 
MEC 1113 Shop Processes 2, 3 3 
MEC 1115 Treatment of Ferrous Metals 2) 3 3 
r3 18 19 
FOURTH QUARTER 
DFT 1132 Mechanical Drafting 3 Pe 7 
MEC 1114 Shop Processes 2 3 3 
MEC 1116 Treatment of Non-Ferrous Metals 2 3 3 
BUS 1105 Industrial Organizations 3 0 3 
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DRAFTING - FURNITURE 
INTRODUCTION 


Purpose of Curriculum 


This curriculum is designed to prepare students to enter the field of 
furniture drafting. The first two quarters contain courses basic to all 
fields of drafting. The third and fourth quarters contain specialization 
and related courses that prepare one to enter furniture drafting occupa- 
tions. 


Each course is prepared to enable an individual to advance rapidly in 
drafting proficiency upon entering the field of work. Courses are arrang- 
ed in sequence to develop drafting skills and proficiency in mathematics 
and science. The draftsman associates with many levels of personnel— 
administrative, architects, engineers, skilled workmen—and must be able 
to communicate effectively with them. Courses to develop knowledge 
and skills in communication, human relations, economics and industrial 
organization are provided to assist the student in developing understand- 
ings and confidence in his relations with other persons. 


Job Description 


A draftsman prepares clear, complete, and accurate working plans and 
detail drawings, from rough or detailed sketches or notes for engineering 
or manufacturing purposes, according to the specified dimensions: makes 
final sketch of the proposed drawing, checking dimension of parts, mater- 
ials to be used, the relation of one part to another, and the relation of the 
various parts to the whole structure. Makes any adjustments or changes 
necessary or desired. Inks in lines and letters on pencil drawings as re- 
quired. Exercises manual skill in the manipulation of triangle, T-square, 
and other drafting tools. Lays tracing paper on drawing and traces 
drawing in pencil or ink. Makes charts for representation of statistical 
data. Makes finished designs from sketches. Utilizes knowledge of 
various machines, engineering practices, mathematics, building materials, 
and other physical sciences to complete the drawings. 


A furniture draftsman performs the general duties of a draftsman and 
also specializes in making rough drafting sketches of proposed furniture 
pieces and then draws necessary details from the sketch. Prepares 
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accurate scale drawings of furniture parts or groups to reduced or full 
scale. Prepares specifications and bills of materials for manufacture of 
part. 


A furniture reproducer draftsman makes working drawings and templates 
of antique or specially ordered furniture, for reproduction purposes: draws 
sketch of piece showing all views, freehand or with drawing instruments. 
Measures piece with rule and calipers, and notes dimensions of drawing. 
Makes detailed drawing of joints, carvings, and sections for shop use. 
Traces or draws outlines of parts on plywood or cardboard and cuts out 
part along outline to make template. Marks identification on templates 
indicating name of part, types of construction, kinds of wood, and finishes, 
in code or words. May make drawings from pictures when models are 
not available. 
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DRAFTING - FURNITURE 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title Hours Per Week Quarter 
Hours 
FIRST QUARTER Class Lab. Credit 
DFT 1121 Drafting 3 ip 7 
MAT 1103 Geometry 3 0 3 
ENG 1101 Reading Improvement Dy 0 2 
PHY 1101 Applied Science 3 D 4 
11 14 16 


SECOND QUARTER 


DFT 1122 Drafting 3 6 5 
DFT 1125 Descriptive Geometry 2 3 3 
MAT 1102 Algebra 5 0 5 
ENG 1102 Communication Skills 3 0 3 
PHY 1102 Applied Science 3 2 4 
16 11 20 
THIRD QUARTER 
DFT 1135 Furniture Drafting 3 2 y 
MAT 1104 ‘Trigonometry 3 0 3 
RS) 1101 Human Relations 3 0 3 
UPH 1111 Upholstery Materials and Methods 2 0 2) 
CAB 1110 Case Goods Materials and Methods 2 3 3 
13 15 18 
FOURTH QUARTER 
DFT 1136 Furniture Drafting 3 5) 8 
DFT 1137 Furniture Specifications 3 0 Sh 
DFT 1138 Furniture Styling and Decoration 3 0 3 
BUS 1105 Industrial Organizations 3 0 3 
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Production Assistant (Furniture Option) 


The Production Assistant accepts task assignments from and is directly 
responsible to the plant superintendent. He is directly concerned with 
maintenance of production flow of high quality articles. He assists the 
superintendent in coordinating all manufacturing activities leading to the 
proper quantity and quality of production. He is also concerned with 
cost analysis and with more efficient production methods. 


In this position he must have a good understanding of the total manu- 
facturing process including raw materials needed, production scheduling, 
billing and routing, construction methods, cost analysis and quality 
control. 


Personal characteristics needed by the Production Assistant include 
intelligence, ambition, initiative, ability to work well with different types 
of people, mechanical aptitude, numerical ability, and ability to analyze 
problem situations and suggest possible solutions. 
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Suggested Curriculum 


for 


Production Assistant 
(Furniture Option) 


Course Hours Quarter 
Per Week Hours 





FIRST QUARTER Class Lab. Credit 
FURN 1101 Cost Records & Cost Estimates 2 0 2 
FURN 1102 Production Control i 4 3 
FURN 1103 Construction and Billing D 6 4 
FURN 1104 Characteristics of Woods 1 0 1 
FURN 1105 Glues ! 0 1 
FUR? 1106 Furniture Sanding 1 3 
FURN 1107 Wood Finishes 33 3 4 
FURN 1108 Furniture Manufacturing and 
Processing Equipment I * il 4* 3 
DD 1307 General Drafting * De 3s 3 
(31 or 32 hr. week) 2 Oi IS) Or D8, 
116) 20 
SECOND QUARTER 
SOE 1101 Human Relations 3 0 3 
FURN 1109 Furniture Manufacturing and 
Processing Equipment II I 4 3 
FURN 1110 Method Standard Data 2 D 3 
FURN 1111 Collecting and Reporting 
Information z 2 3 
FURN 1112 Routing and Process Sequences 1 3 p 
FURN 1113 Quality Control 3 0 3 
FURN 1114 Supervisory Responsibilities 3 0 3 
(32 hr. week) is VY 20 





“FURN 108 and DD 307 are options within the curriculum. Students will select 
one of these courses. 
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ELECTRICAL INSTALLATION 
AND MAINTENANCE 


INTRODUCTION 


Purpose of Curriculum 


The rapid expansion of the national economy and the increasing de- 
velopment of new electrical products is providing a growing need for 
qualified people to install and maintain electrical equipment. By mid- 
1960 more than 350,000 were employed as either construction electricians 
or maintenance electricians. Between 5,000 and 10,000 additional trades- 
men are required each year to replace those leaving the industry. It is 
expected that the total requirements for electrical tradesmen will reach 
500,000 by 1966 and 700,000 by 1970. The majority of the electrical 
tradesmen today are trained through apprenticeship of on-the-job training 
programs. 


This curriculum guide will provide a training program in the basic 
knowledge, fundamentals, and practices involved in the electrical trades. 
A large portion of the program is devoted to laboratory and shop instruction 
which is designed to give the student practical knowledge and application 
experience in the fundamentals taught in class. 


Job Description and Requirements 


The graduate of the electrical trades program will be qualified to enter 
an electrical trade as an on-the-job trainee or apprentice, where he will as- 
sist in the planning, layout, installation, check out, and maintenance of 
systems in residential, commercial, or industrial plants. He will have an 
understanding of the fundamentals of the National Electrical Code regula- 
tions as related to wiring installations, electrical circuits, and the measure- 
ments of voltage, current, power, and power factor of single and polyphase 
alternating circuits. He will have a basic knowledge of motor and motor 
control systems; industrial electronic control systems; business procedures, 
organization, and practices; communicative skills; and the necessary back- 
ground to be able to advance through experience and additional training 
through up-grading courses offered in the center. 


Course Title Hours Per Week 
FIRST QUARTER Class Lab. 
BEC 1112 Direct and Alternating Current 5 12 
ENG 1101 Reading Improvement 2 0 
MAT 1115 Electrical Math 2 0 
PHY 1101 Applied Science 3 Y, 


ELECTRICAL INSTALLATION 
AND MAINTENANCE 


SUGGESTED CURRICULUM BY QUARTERS 


SECOND QUARTER 


ELC 


DFT 
ENG 
PLSINY 


1113 Alternating Current and Direct 


THIRD QUARTER 


ELC 
ELN 
PSY 
DFT 


FOURTH QUARTER 


ELC 
ELN 
BUS 


Current Machines and Controls 5) 2 
1110 Blueprint Reading: Building Trades 0 3 
1102 Communication Skills 3 0 
1102 Applied Science 3 2 
ct 17 
1124 Residential Wiring 5) 9 
1118 Industrial Electronics 3 6 
1101 Human Relations 3 0 
1113. Blueprint Reading: Electrical 0 3 
11 18 
1125. Commercial and Industrial Wiring 5 2 
1119 Industrial Electronics 3 
1103 Small Business Operations 3 0 
11 18 


Quarter 
Hours 
Credit 


2 
2 
5 
4 


20 
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GENERAL MAINTENANCE MECHANIC 
INTRODUCTION 


Purpose of Curriculum 


Recent surveys by industrial and governmental agencies in North Caro- 
lina have shown a marked shortage of apprentices and other trainees in 
many trades. ‘This shortage is notably true in the maintenance mechanic 
trade. 


To meet the training needs of those planning to enter, or who have al- 
ready entered this trade, this curriculum guide has been prepared. The 
variety of skilled operations and trade activities to which the student will 
be exposed should prove most valuable as he enters the trade. 


The training processes outlined are not intended to replace the appren- 
ticeship, but rather to provide industry with men ready to learn and with 
the background to become skilled maintenance mechanics. It is believed 
that this training should provide the enriched trade-training program need- 
ed in modern industry. 


Job Description 


The graduate of the maintenance-mechanic trade program will be quali- 
fied to enter modern industry and participate in the overall plant main- 
tenance as an on-the-job trainee, or apprentice, where he will assist in the 
maintenance of machinery, electrical systems, welding, carpentry, and 
many other areas in the overall industrial operation. The graduate will 
be qualified in the overall maintenance of residential, commercial, school, 
or industrial plants. 


GENERAL MAINTENANCE MECHANIC 
CURRICULUM 


No definite curriculum has been established at the time of this publica- 
tion, but instruction in the following areas will be covered in the curri- 
culum: 


Electricity 

Electronic Installation 
Safety 

Blue Print Reading 
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Shop Math 

A. C. Circuits and Controls 
D. C. Power Control and Operation 
Welding 

Carpentry 

Lubrication 

Pneumatic Installation 
Mechanical Practices 
Operation of Machine Tools 
Hand Tools 

Machinery Operation 
Mechanical Operations 


PRACTICAL NURSE EDUCATION 
INTRODUCTION 


Purpose of Curriculum 


The accelerated growth of population in North Carolina and rapid ad- 
vancement in medical technology demand an increased number of well- 
trained personnel for health services. Realizing this need, the State De- 
partment of Community Colleges, in conjunction with local hospitals, ad- 
ministers programs of practical nurse education in local school systems, 
community colleges, technical institutes, and in industrial education cen- 
ters throughout the state. 


The aim of the Practical Nurse Education Program is to make available 
to qualified persons the opportunity to prepare for participation in care of 
patients of all ages, in various states of dependency, and with a variety of 
illness conditions. 


Students are selected on the basis of demonstrated aptitude for nursing 
as determined by pre-entrance tests, interviews with faculty members, high 
school record, character references, and reports of medical and dental ex- 
aminations. 


Throughout the one-year program, the student is expected to grow con- 
tinuously in acquisition of knowledge and understandings related to nurs- 
ing, the biological sciences, the social sciences, and in skills related to nurs- 
ing practice, communications, interpersonal relations, and use of good 
judgment. Evaluation of student performance consists of tests on all 
phases of course content, evaluation of clinical performance, and evalua- 
tion of adjustment to the responsibilities of nursing. A passing score is 
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required on all graded work, plus demonstrated progress in application of 
nursing skills to actual patient care. 


Job Description 


Graduates of accredited programs of practical nurse education are eli- 
gible to take the licensing examination given by the North Carolina Board 
of Nursing. This examination is given twice each year, usually in April 
and September. A passing score entitles the individual to receive a 
license, and to use a legal title “Licensed Practical Nurse.” The license 
must be renewed annually. The Licensed Practical Nurse can apply for 
licensure in other states on the basis of a satisfactory examination score, 
without repeating the examination. 


The LPN is prepared to function in a variety of situations: hospitals 
of all types, nursing homes, clinics, doctors’ and dentists’ offices, and, in 
some localities, public health facilities. In all situations, the LPN func- 
tions under supervision of a registered nurse and or licensed physician. 
This supervision may be minimal in situations where the patient’s condi- 
tion is stable and not complex; or it may consist of continuous direction in 
situations requiring the knowledge and skills of the registered nurse or phy- 
sician. In the latter situation, the LPN may function in an assisting role 
in order to avoid assuming responsibility beyond that for which the one- 
year program can prepare the individual. 


Job requirements for the Licensed Practical Nurse include suitable per- 
sonal characteristics, ability to adapt knowledge and understandings of 
nursing principles to a variety of situations, technical skills for performance 
of bedside nursing, appreciation for differences of people and for the 
worth of every individual, a desire to serve and help others, and readiness 
to conform to the requirements of nursing ethics and hospital policies. 
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PRACTICAL NURSING 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title 
FIRST QUARTER 


NUR 1001 ~‘Practical Nursing I 


SECOND QUARTER 


NUR 1002 Practical Nursing II 


THIRD QUARTER 


NUR 1003 Practical Nursing III 


FOURTH QUARTER 


NUR 1004 Practical Nursing IV 


LOTAL 





Hours Per Week Contact 


Hours Per 
Class* Lab.* Quarter 
28 2, 330 
12 24 396 
1; 24 396 
12 24 396 
1518 


“Figures given are averages, as there will be some variation from week to week. 
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CARPENTRY 
INTRODUCTION 


Purpose of Curriculum 


Carpentry is one of the basic trades in the construction field. Carpen- 
ters construct, erect, install, and repair structures of wood, plywood, and 
wallboard, using hand and power tools. The work must conform to local 
building codes for both residential and commercial structures. 


This curriculum in carpentry is designed to train the individual to enter 
the trade with a background in both shop skills and related information. 
He must have a knowledge of mathematics, blueprint reading, methods of 
construction and a thorough knowledge of building materials. 


The modern carpenter will work on new construction, maintenance, and 
repair of many types of structures, both residential and commercial. He 
should have an understanding of building materials, concrete form con- 
struction, rough framing, roof and stair construction, the application of 
interior and exterior trim, and the installation of cabinets and fixtures. 


Most carpenters are employed by contractors in the building construc- 
tion fields. When specializing in a particular phase of carpentry, the job 
is designated according to the specialty as layout carpenter, framing car- 
penter, concrete form carpenter, scaffolding carpenter, accoustical and in- 
sulating carpenter, and finish carpenter. 


Job Description 


The carpenter constructs, erects, installs and repairs structures and fix- 
tures of wood, plywood, wall board and other materials, using carpenters 
hand tools and power tools to conform to local building codes. He is re- 
quired to use blueprints, sketches or building plans for information pertain- 
ing to type of material, dimensions, layout and design of structure, and 
method of construction. 
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CARPENTRY 
SUGGESTED CURRICULUM BY QUARTERS 
Course Title Hours Per Week 
FIRST QUARTER Class Lab. 
ENG 1101 Reading |mprovement 2 
MAT 1191 Fundamentals of Mathematics 5 
DFT 1110 Blueprint Reading: Building Trades 0 3 
CAR 1101 Carpentry 3 15 
10 18 


SECOND QUARTER 


ENG 1102 Communication Skills 3 

MAT 1112 Building Trades Mathematics 3 

DFT 1111 Blueprint Reading & Sketching 0 
CAR 1102 Carpentry: Millwork and 

Cabinetmaking 3 

9 


THIRD QUARTER 


RSY) 1101 Human Relations 3 
CAR 1113. Carpentry: Estimating 3 
CAR 1103 Carpentry: Framing 3 

9 


FOURTH QUARTER 


CAR 1114 Building Codes 3 
BUS 1103 Small Business Operations 3 
CAR 1104 Carpentry: Finishing y 


eS S&S 


U2 


15 


18 


15 


18 


18 


Quarter 
Hours 
Credit 


oF MN NN 


(es) 


LS 
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MASONRY 
INTRODUCTION 


Purpose of Curriculum 


Masons are the craftsmen in the building trades that work with artificial 
stone, brick, concrete masonry units, stone and the like. During the past 
decade there has been a steady increase in the demand for these crafts- 
men. As building construction continues to increase, the demand for 
bricklayers, cement masons, and stonemasons will also increase. 


This curriculum in Masonry is designed to train the individual to enter 
the trade with the knowledge and basic skills that will enable him to per- 
form effectively. He must have a knowledge of basic mathematics, blue- 
print reading and masonry technology. He must know the methods used 
in laying out a masonry job with specific reference to rigid insulation, re- 
fractories, and masonry units specified for residential, commercial and 
industrial construction. 


Most employment opportunities for masons may be found with contrac- 
tors in new building construction. However, a substantial proportion of 
masons are self-employed or work with contractors doing repair, altera- 
tion, or modernization work. 


Job Description 


Most masons are employed by contractors in the building construction 
fields to lay brick, and blocks made of tile, concrete, glass, gypsum or 
terra cotta; to construct or repair walls, partitions, arches, sewers, 
furnaces and other masonry structures. 


After gaining experience in the various types of the masonry trade along 
with leadership training, it is possible for the tradesman to become a 
foreman, inspector and eventually a contractor. 


60 


MASONRY 
SUGGESTED CURRICULUM BY QUARTERS 

Course Title Hours Per Week Quarter 

Hours 

FIRST QUARTER Class Lab. Credit 
MAS 1101  ~=Bricklaying 5 LS 10 
MAT 1101 Fundamentals of Mathematics 5 0 5) 
DFT 1110 Blueprint Reading: Building Trades 0 3 1 
10 18 16 


SECOND QUARTER 


MAS 1102 + Bricklaying 5 NS 10 
MAT 1112 Building Trades Mathematics 3 0 3 
DFT 1111 Blueprint Reading & Sketching 0 3 1 

8 18 14 


THIRD QUARTER 


MAS 1103. General Masonry 5 15 10 
MAS 1113. Masonry Estimating 3 3 4 
DFT 1112 Blueprint Reading & Sketching 0 3 1 


8 Pei ie’ 
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WELDING 
INTRODUCTION 


Purpose of Curriculum 


This curriculum was developed to fill the tremendous need for welders 
in North Carolina. The recently completed Manpower Survey shows 
quite clearly that many welders will be needed annually to fill present 
vacancies in the State. 


The content of this curriculum is designed to give students sound under- 
standing of the principles, methods, techniques, and skills essential for 
successful employment in the welding field and metals industry. 


The field of welding offers a person prestige, security, and a future of 
continuous employment with steady advancement. It offers employment 
in practically any industry: shipbuilding, automotive, aircraft, guided 
missiles, railroads, construction, pipe fitting, production shop, job shop, 
and many others. 


Job Description 


Welders join metals by applying intense heat, and sometimes pressure, 
to melt the edges to form a permanent bond. Closely related to welding 
is “oxygen cutting.” Of the more than 35 different ways of welding met- 
als, arc, gas, and resistance welding are the three most important. 


The principal duty of the welder using manual procedure is to control 
the melting by directing the heat, from either an electric arc or gas welding 
torch, and to add filler metal where necessary to complete the joint. He 
should possess a great deal of manipulative skill with a knowledge of jigs, 
welding symbols, mathematics, basic metallurgy, and blueprint reading. 
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FIRST QUARTER 


WLD 
MAT 
DFT 
EY 
ENG 


SUGGESTED CURRICULUM BY QUARTERS 


1120 
1101 
1104 
1101 
1101 


WELDING 


Course Title 


SECOND QUARTER 


WLD 
MAT 
DFT 
PHY 
ENG 


21 
1103 
ay, 
1102 
1102 


THIRD QUARTER 


WLD 
WLD 
WLD 
DFT 
PSY 


1124 
1123 
£112 
1118 
1101 


Class 
Oxyacetylene Welding and Cutting g 
Fundamentals of Mathematics 5) 
Blueprint Reading: Mechanical 0 
Applied Science 3 
Reading Improvement a 
13 
Arc Welding 3 
Geometry 3 
Blueprint Reading: Welding 0 
Applied Science 3 
Communication Skills 3 
iN 
Pipe Welding 3 
Inert Gas Welding 
Mechanical Testing and Inspection 1 
Pattern Development and Sketching 4 
Human Relations 3 
8 


FOURTH QUARTER 


WLD 


WLD 
MEC 
BUS 


Commercial and Industrial 
Practices 


Certification Practices 
Machine Shop Processes 


(US) fey SY SS) 


Industrial Organizations 


Hours Per Week 


oN WN 





i) 
= 


SPECIALIZED COURSES 
(1 to 3 Quarters In Length) 


64 
Textile Manufacturing 


These courses are designed to give a general background in the skills 
and knowledge involved in textile processes. The student will learn the 
technical and scientific points of each process. Instruction will include 
the mechanics of each machine, the relation of one part to another, the 
function of each part, and machine operator’s duties. Calculations in- 
cluding draft, twist, and production for the different machines, will be 
stressed. Courses available in the field are: 


Introduction to Textiles Textile Mathematics 
Reading Improvement Weaving 
Yarn Manufacturing Technical Report Writing 
Plant Visitation Time and Motion Study 
Communication Skills Loom Fixing 
Industrial Organization 

Management 


Furniture Manufacturing 


These courses provide the necessary training for a person to enter the 
furniture industry on a semiskilled level in one or more areas: machin- 
ing, sanding and assembling, or finishing. This training is to be accom- 
plished mainly through practical experience in the shop courses, with es- 
sential background information in the theory of materials, machines, and 
techniques common to the industry. The theory and related information 
included in the program are to provide the student with the information 
which will assist him in the advancement into more responsible positions 
of the furniture industry. 


Carpentry 


These courses are designed to subject a student to the fundamentals of 
carpentry work and the basic procedures of cabinet making. Students 
will begin with hand tools, and progress into the woodworking machines 
found in a cabinet shop. The carpentry work will begin with the masonry 
foundation and progress to the finished building. Some consideration 
will be given to industrial buildings, as compared to residential buildings. 


COURSE DESCRIPTIONS 


COURSE NUMBERING SYSTEM 


1—All Freshman Technical Courses are indicated by a three-letter prefix 
preceded by the letter “T” and numbered between 100 and 200. 


2—All Sophomore Technical Courses are indicated by a three-letter prefix 
preceded by the letter “T” and numbered between 200 and 300. 


3—AIll Vocational Courses are indicated by a three-letter prefix and num- 
bered between 1000 and 2000. 
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COURSE DESCRIPTIONS 


AUTOMOTIVE MECHANICS 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
PME 1101 Internal Combustion Engine 3 12 7 


Development of a thorough knowledge and ability in using, maintaining, and storing 
the various hand tools and measuring devices needed in engine repair work. Study 
of the construction and operation of components of internal combustion engines. 
Testing of engine performance; servicing and maintenance of pistons, valves, cams 
and camshafts, and exhaust systems, cooling systems; proper lubrication; and 
methods of testing, diagnosing and repairing. 


Prerequisite: None. 


PME 1102 Engine Electrical and Fuel 
Systems a 12 9 


A thorough study of the electrical and fuel systems of the automobile. Battery 
cranking mechanism, generator, ignition, accessories and wiring; fuel pumps, carbu- 
retors, and fuel injectors. Characteristics of fuels, types of fuel systems, special tools, 
and testing equipment for the fuel and electrical system. 


Prerequisite: PME 1101. 
AUT 1121 Braking Systems 3 3 4 


A complete study of various braking systems employed on automobiles and light 
weight trucks. Emphasis is placed on how they operate, proper adjustment, and re- 
pair. 

Prerequisite: PHY 1102. 


AUT 1123 Automotive Chassis and 
Suspension Systems 3 9 6 


Principles and functions of the components of automotive chassis. Practical job in- 
struction in adjusting and repairing of suspension and steering systems. Units to be 
studied will be shock absorbers, springs, steering systems, steering linkage, and front 
end alignment. 


Prerequisite: PME 1102. 
AUT 1124 Automotive Power Train Systems 3 9 6 


Principles and functions of automotive power train systems: clutches, transmission 
gears, torque converters, drive shaft assemblies, rear axles and differentials. Identi- 
fication of troubles, servicing, and repair. 


Ererequisitessum Eyal O22 eA Ui IZ 
AUT 1125 Automotive Servicing B) 9 6 


Emphasis is on the shop procedures necessary in determining the nature of troubles 
developed in the various component systems of the automobile. Troubleshooting of 
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automotive systems, providing a full range of experiences in testing, adjusting, repair- 
ing and replacing. 
Prerequisites: AUT 1123, AUT 1121, AHR 1101. 


AHR 1101 Automotive Air Conditioning 2 3 3 


General introduction to the principles of refrigeration; study of the assembly of the 
components and connections necessary in the mechanisms, the methods of operation, 
and control; proper handling of refrigerants in charging the system. 


Prerequisite: PHY 1102. 


BUSINESS EDUCATION 


T-BUS 101 Introduction to Business 5 0 5 


A survey of the business world with particular attention devoted to the structure of 
the various types of business organization, methods of financing, internal organiza- 
tion, and management. 


Prerequisite: None. 


T-BUS 102 Typewriting 2 3 3 


Introduction to the touch typewriting system with emphasis on correct techniques, 
mastery of the keyboard, simple business correspondence, tabulation, and manuscripts. 


Prerequisite: None. 


T-BUS 103 Typewriting 5) 3) 3 


Instruction emphasizes the development of speed and accuracy with further mastery 
of correct typewriting techniques. These skills and techniques are applied in tabula- 
tion, manuscript, correspondence, and business forms. 


Prerequisite: T-BUS 102 or the equivalent. Speed requirement, 30 words per min- 
ute for five minutes. 


T-BUS 104 Typewriting 74 3 3 


Emphasis on production typing problems and speed building. Attention to the de- 
velopment of the student’s ability to function as an expert typist, producing mailable 


copies. The production units are tabulation, manuscript, correspondence, and busi- 
ness forms. 


Prerequisite: T-BUS 103 or the equivalent. Speed requirement, 40 words per 
minute for five minutes. 


T-BUS 106 Shorthand 3 9) 4 


A_ beginning course in the theory and practice of reading and writing shorthand. 
Emphasis on phonetics, penmanship, word families, brief forms, and phrases. 
Prerequisite: None. 


T-BUS 107 Shorthand 3 3 ‘4 


Continued study of theory with greater emphasis on dictation and elementary tran- 
scription. 


Prerequisite: T-BUS 106 or the equivalent. 
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T-BUS 108 Shorthand 3 2 


Theory and speed building. Introduction to office style dictation. Emphasis on 
development of speed in dictation and accuracy in transcription. 


Prerequisite: T-BUS 107. 
T-BUS 110 Office Machines 2 2 3} 


A general survey of business and office machines. Students will receive training 
in techniques, processes, operation and application of the ten-key adding machines, 
full keyboard adding machines, and calculator. 


Prerequisite: None. 
T-BUS 112 Filing 3) 0 3 


Fundamentals of indexing and filing, combining theory and practice by the use of 
miniature letters, filing boxes and guides. Alphabetic, Triple Check, Automatic, 
Geographic, Subject, Soundex, and Dewey Decimal filing. 


Prerequisite: None. 
T-BUS 115 Business Law 3 0 5 


A general course designed to acquaint the student with certain fundamentals and 
principles of business law, including contracts, negotiable instruments, and agencies. 


Prerequisite: None. 
T-BUS 116 Business Law 3 0 3 


Includes the study of laws pertaining to bailments, sales, risk-bearing, partnership- 
corporation, mortgages, and property rights. 
Prerequisite: T-BUS 115. 


T-BUS 120 Accounting 5 2 6 


Principles, techniques and tools of accounting, for understanding the mechanics 
of accounting. Collecting, summarizing, anayzing, and reporting information about 
service and mercantile enterprises, to include practical application of the principles 
learned. 


Prerequisite: T-MAT 110. 
T-BUS 121 Accounting » 2 6 


Partnership and corporation accounting including a study of payrolls, federal and 
state taxes. Emphasis is placed on recording, summarizing and interpreting data 
for management control rather than on bookkeeping skills. Accounting services are 
shown as they contribute to the recognition and solution of management problems. 


Prerequisite: T-BUS 120. 
T-BUS 123 Business Finance 3 0 3 


Financing of business units, as individuals, partnerships, corporations, and trusts. A 
detailed study is made of short-term, long-term, and consumer financing. 


Prerequisite: None. 


T-BUS 124 Business Finance 3 0 3 


Financing, federal, state, and local government and the ensuing effects upon the 
economy. Factors affecting supply of funds, monetary and credit policies. 


Prerequisite: T-BUS 123. 
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T-BUS 183E Terminology and Vocabulary 5 0 s) 


To develop an understanding of the terminology and vocabulary appropriate to the 
course of study, as it is used in business, technical, and professional offices. 


Prerequisite: T-BUS 107. 


T-BUS 205 Advanced Typewriting 2 ho 3 


Emphasis is placed on the development of individual production rates. The student 
learns the techniques needed in planning and in typing projects that closely approxi- 
mate the work appropriate to the field of study. These projects include review of 
letter forms, methods of duplication, statistical tabulation, and the typing of reports, 
manuscripts and legal documents. 


Prerequisite: T-BUS 104. Speed requirement, 50 words per minutes for five 
minutes. 


T-BUS 206E Dictation and Transcription 3 2 + 


Develops the skill of taking dictation and of transcribing at the typewriter materials 
appropriate to the course of study, which includes a review of the theory and the 
dictation of familiar and unfamiliar material at varying rates of speed. Minimum 
dictation rate of 100 words per minute required for five minutes on new material. 


Prerequisite: T-BUS. 108. 


BUS 206M Dictation and Transcription 
(Medical) (4) 
Develops the skills of taking dictation and transcribing materials appropriate to the 


course of study, which includes a review of the theory and the dictation of familiar 
and unfamiliar material at varying rates of speed. 


Prerequisite: T-BUS 108. 


T-BUS 207 Dictation and Transcription 8) 2 4 


Covering materials appropriate to the course of study, the student develops the ac- 
curacy, speed, and vocabulary that will enable her to meet the stenographic require- 
ments of business and professional offices. Minimum dictation rate of 110 words 
per minutes required for five minutes on new material. 


Prerequisite: T-BUS 206. 


BUS 207M Dictation and Transcription 
(Medical) (4) 
Covering materials appropriate to the course of study, the student develops the ac- 


curacy, speed, and vocabulary that will enable her to meet the stenographic require- 
ments of business, technical, and professional offices. 


Prerequisite: T-BUS 206. 


T-BUS 208E Dictation and Transcription 3) 2 4 


Principally a speed building course, covering materials appropriate to the course of 
study, with emphasis on speed as well as accuracy. Minimum dictation rate of 120 
words per minutes required for five minutes on new material. 


Prerequisite: T-BUS 207. 
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BUS 208M _ Dictation and Transcription 
(Medical) (4) 


Principally a speed-building course, covering materials appropriate to the course of 
study, with emphasis on neatness as well as accuracy. 


Prerequisite: T-BUS 207. 
T-BUS 211 Office Machines 2 2 3 


Instruction in the operation of the bookkeeping-accounting machines, duplicating 
equipment, and the dictating and transcribing machines. 


Prerequisite: T-BUS 110. 
T-BUS 214 Secretarial Procedures 5 2: 4 


Designed to acquaint the student with the responsibilities encountered by a secretary 
during the work day. These include the following: receptionist duties, handling the 
mail, telephone techniques, travel information, telegrams, office records, purchasing 
of supplies, office organization, and insurance claims. 


Prerequisite: None. 


T-BUS 215M _ Office Application (Elective) 6 0 6 


During the sixth quarter only, students are assigned to work in a business, technical, 
or professional office for six hours per week. The objective is to provide actual 
work experience for secretarial students and an opportunity for the practical applica- 
tion of the skills and knowledge previously learned, according to the course of study. 


Prerequisite: T-BUS 214, T-BUS 205, T-BUS 208, T-BUS 211. 
T-BUS 215E Office Application (Elective) 6 0 6 


During the sixth quarter only, students are assigned to work in a business, technical, 
or professional office for six hours per week. The objective is to provide actual 
work experience for secretarial students and an opportunity for the practical applica- 
tion of the skills and knowledge previously learned, according to the course of study. 


Prerequisite: T-BUS 214, T-BUS 205, T-BUS 208, T-BUS 211. 
T-BUS 217 Business Law 3 0 3 


A study of the powers, policies, methods, and procedures used by the various federal, 
state and local administrative agencies in promoting and regulating business enter- 
prises. It includes a consideration of the constitutional and statutory limitations on 
these bodies and judicial review of administrative action. 


Prerequisite: T-BUS 116. 
T-BUS 219 Credit Procedures and Problems 5 0 5 


Principles and practices in the extension of credit; collection procedures; laws pertain- 
ing to credit extension and collection are included. 


Prerequisite: T-BUS 120. 
T-BUS 229 Taxes 3 2 4 


Application of federal and state taxes to various businesses and business conditions. 
A study of the following taxes: income, payroll, intangible, capital gain, sales and 
use, excise, and inheritance. 


Prerequisite: T-BUS 121. 
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T-BUS 232 Sales Development 3 0 5) 


A study of retail, wholesale and specialty selling. Emphasis is placed upon master- 
ing and applying the fundamentals of selling. Preparation for and execution of sales 
demonstrations required. 


Prerequisite: None. 


T-BUS 233 Personnel Management 3 0 3 


Principles of organization and management of personnel, procurement, placement, 
training, performance checking, supervision, renumeration, labor relations, fringe 
benefits and security. 


Prerequisite: None. 


T-BUS 235 Business Management B) 0 3 


Principles of business management including overview of major functions of manage- 
ment, such as planning, staffing, controlling, directing, and financing. Clarification 
of the decision-making function versus ihe operating function. Role of management 
in business—qualifications and requirements. 


Prerequisite: None. 


T-BUS 237 Wholesaling 3 0 3 
The development of wholesaling; present day trends in the United States. A study 
of the functions of wholesaling. 

Prerequisite: None. 


T-BUS..239 Marketing 5 0 S 

A general survey of the field of marketing, with a detailed study of the functions, 
policies, and institutions involved in the marketing process. 

Prerequisite: None. 


T-BUS 241 Sales Promotion Management 3 0 5 


Telescope and activities of sales promotion with emphasis on the coordination of ad- 
vertising, display, special events, and publicity, external and internal methods of 
promoting business budgeting, planning, and implementing the plan. 


Prerequisites: T-BUS 232, T-BUS 243. 
T-BUS 243 Advertising 3) 2 4 


The role of advertising in a free economy and its place in the media of mass com- 
munications. A study of advertising appeals; product and market research; selection 
of media; means of testing effectiveness of advertising. Theory and practice of writ- 
ing advertising copy for various media. 


Prerequisite: None. 
T-BUS 245 Retailing 8} 0 3 


A study of the role of retailing in the economy, including development of present 
retail structure, functions performed, principles governing effective operation and 
managerial problems resulting from current economic and social trends. 


Prerequisite: None. 
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T-BUS 247 Business Insurance 3 0 3 


A presentation of the basic principles of risk insurance and their application. A sur- 
vey of the various types of insurance is included. 


Prerequisite: None. 


T-BUS 255 _ Interpreting Accounting Records 3 0 S 


Designed to aid the student in developing a “use understanding” of accounting rec- 
ords, reports and financial statements. Interpretation, analysis, and utilization of 
accounting statements. 


Prerequisite: T-BUS 121. 


T-BUS 266 Budget and Record Keeping 3 0 3 


The basic principles, methods, and procedures for preparation and operation of bud- 
gets. Special attention is given to the involvement of individual departments and 
the role they play. Emphasis on the necessity for accurate record keeping in order 
to evaluate the effectiveness of budget planning. 


Prerequisite: T-BUS 121. 


T-BUS 271 Office Management 3 0 3 


Presents the fundamental principles of office management. Emphasis on the role 
of office management including its functions, office automation, planning, control- 
ling, organizing and actuating office problems. 


Prerequisite: None. 


T-BUS 272 Principles of Supervision 3 0 3) 


Introduces the basic responsibilities and duties of the supervisor and his relationship 
to superiors, subordinates, and associates. Emphasis on securing an effective work 
force and the role of the supervisor. Methods of supervision are stressed. 


Prerequisite: None. 


BUS 284M _ Terminology and Vocabulary 
(Medical) (3) 


Greater emphasis on an understanding of the terminology and vocabulary appropriate 
to the course of study, as it is used in a professional office. 


Prerequisite: T-BUS 383. 
BUS 1103 Small Business Operations 3 0 3 


An introduction to the business world, problems of small business operation, basic 
business law, business forms and records, financial problems, ordering and inventory- 
ing, layout of equipment and offices, methods of improving business, and employer- 
employee relations. 


Preerquisite: None. 


BUS 1105 Industrial Organizations 3) 0 3 


Methods, techniques, and practices of modern management in planning, organizing 
and controlling operations of a manufacturing concern. Introduction to the com- 
petitive system and the factors constituting product cost. 


Prerequisite: None. 
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CARPENTRY 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
CAR 1101 Carpentry 3 15 8 


A brief history of carpentry and present trends of the construction industry. The 
course will involve operation care and safe use of carpenters hand tools and power 
tools in cutting, shaping and joining construction materials used by the carpenter. 
Major topics of study will include theoretical and practical applications involving: 
materials and methods of construction; building layout; preparation of site; footings 
and foundation wall construction including form construction and erection. 


Prerequisite: None. 


CAR 1102 Carpentry: Millwork and 
Cabinetmaking 3} iS 8 


Cabinet making and millwork as performed by the general carpenter for building 
construction. Use of shop tools and equipment will be emphasized in learning 
methods of construction of millwork and cabinetry. Practical applications will in- 
clude measuring, layout and construction of: base and wall cabinets, built in desk, 
door and window frames; stairs; and interior and exterior cornice and trim. Ma- 
terials and finishes will also be studied. 


Prerequisites; “GAR 1101) DET 1110: 


CAR 1103 Carpentry: Framing 5 15 8 


Instruction is given in the principles and practices of frame construction beginning 
with the foundation sills and including: floor joist; subfloor; wall studs; ceiling 
joist, rafters, bridging, bracing, sheathing and interior wall partition. Roof con- 
struction includes the layout and construction methods of common types of roofs 
using standard rafter construction, truss construction, and post and beam construc- 
tion. Application and selection of sheathing and roofing is included. Consideration 
is given to the coordination of carpentry work with installation of the mechanical 
equipment such as: electrical, air conditioning, heating, and plumbing. 


Prerequisites) CAR 1100 DET Wii: 


CAR 1104 Carpentry: Finishing 3 18 9 


Exterior and interior trim and finish carpentry will complete the general carpentry 
program. Included will be materials and methods used in finishing carpentry such 
as: exterior cornice, door and window trim; interior flooring, door and window 
facing, moldings, and cornice construction; installation of hardware, and installation 
of built in equipment and cabinets. 


Prerequisites; CAR 1103, DFT 1111. 


CAR 1113 Carpentry: Estimating 3) 3 4 


This is a practical course in quantity “take off” from prints of jobs performed by 
the carpenter. Figuring the quantities of materials needed and costs of building 
various components and structures. 


Prerequisites; DFT 1111, MAT 1112. 
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CAR 1114 Building Codes 3 0 3 


A study is made of building codes and the minimum requirements for local, county, 
and state construction regulations. This involves safety, sanitation, mechanical 
equipment and materials. Also, a review will be made of the minimum property 
requirements of the Federal Housing Administration and the North Carolina State 
Code. 


Prerequisite: CAR 1103. 
Corequisite: CAR 1104. 


COSMETOLOGY 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
COS 1101 Introduction to Cosmetology = 1 66 


Designed to give the student a background for the profession and an understanding 
of the laws and civic responsibilities involved. 


COS 1102 Bacteriology, Sanitation and 
First Aid 5) ») dd 


A study of bacteriology to prevent the spread of disease in the shops, and instructions 
in sanitary measures and laws. Emphasis is placed on safety and methods of render- 
ing first aid. Also instruction in health needs and habits of an individual. 


COS 1103 Shampoo and Rinse 


This course covers the theory and practical training necessary to develop the mani- 
pulative skill shampooing. Emphasis is placed on composition and application of 
various rinses. 


COS 1105 Finger Waving and Pin Curling 1 9 110 


A study of hair, use of comb, fingers, and waving lotion to produce a wave. The 
different styles of finger waving, pin curling, and roller curl are studied to enable the 
student to make application of finger waving and pin curling to various hair styles. 


COS 1106 Hair Shaping 1 9 110 


Skill in the use of scissors and razor for shaping the hair is developed in this course. 
The student becomes familiar with various methods of cutting hair which may be 
applied to specific hair styling and permanent waving. 


COS 1107 Manicuring 1 2 3} 


The care of the hands and nails with emphasis on correct procedures, techniques, 
materials, and equipment used in giving a manicure. Also attention devoted io de- 
veloping an understanding of the relationship between customer and operator. 


COS 1110 Permanent Waving — 
Cold and Heat Wave Z 15 187 
This course is designed to provide a foundation for the practical art of permanent 


waving. Such topics as types of permanent wave, texture and elasticity of hair, and 
shaving of hair are included. Also the methods of permanent waving are taught. 
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COS 1111 Hair Styling and Wig Care 2 9 2 


This course deals with the fundamental principles of hair styling and wig care. 
Through study of the contour of the head and face a student learns to see ihe rela- 
tionship of these features to various hair styles. Also extensive practice in the 
proper use of sculpture curls, brushing, and combing are included. 


COS 1112 Personality Z 0 22 


Designed to develop a pleasing personality, charm, and poise necessary to every one 
in the beauty field. 


COS 1115 Tinting and Bleaching 1 8 SY) 


A study of techniques and applications involved in giving hair tints and bleaches; 
reaction of chemicals to certain textures of hair; composition, merits, and limita- 
tions of softeners, developers, hair tints, and bleaches. 


COS 1116 Scalp Treatments 1 2 $)8) 


A study of the principles, techniques, materials, supplies and applications used in 
giving scalp treatments. 


COS 1118 Anatomy I 3 2 ae) 


The structure and function of the bones, muscles, and nerves with particular em- 
phasis upon their application of cosmetology. 


COS 1119 Anatomy II 2 + 66 


A continuation of anatomy with additional emphasis on the structure and function 
of bones, muscles and nerves as applied io the work of ihe cosmetologist. 


COS 1120 Facials if ) 66 


Designed to aid in the understanding of the principles, techniques, purpose, applica- 
tion and benefits of facial massage and cosmetic use. The various types of iacials 
appropriate for different types ot skin studied. 


COS 1121 Disorders of Skin, 


Nails and Hair 5 3 88 
The cause, identification, and treatment of common skin disorders and scalp diseases. 
COS 1122 Electricity 3 1 44 


Designed to acquaint the student to electricity in its different phases as applied to 
cosmetology. Such topics as wallplate, high frequency and electrodes are studied 
and discussed. 


COS 1123 Chemistry 2 if 33 


Designed to give the student an understanding of the basic principles of chemistry 
as they apply to the field of cosmetology. The major areas of work studied in this 
course are: fundamentals of chemistry, chemistry of soaps, hair preparations, nail 
preparations, deodorant preparations, creams and lotions, and facial preparations. 


COS 1124 Operational Management 1 0 11 


Designed to give the student an understanding of the principles relating to the opera- 
tion of a beauty shop. Emphasis on equipment, finance, and management. 


Td. 


DATA PROCESSING 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 

T-EDP 104 Introduction to Data Processing 
Systems 3 D + 


Fundamental concepts and operational principles of data processing system, as an aid 
in developing a basic knowledge of computers, prerequisite to the detail study of 
particular computer problems. This course is a prerequisite for all programming 
courses. 


Prerequisite: None. 


DESIGN TECHNOLOGY 


T-DES 116 Philosophy of Design 3 0 3 


This course will consist of selected readings and discussions of viewpoints, philoso- 
phies, and observations of leading designers. The existing dilemma concerning de- 
sign ethics shall be incorporated. 


Prerequisite: None. 


T-DES 117 Visual Design D GE 4 


A study of design fundamentals to include the elements of design construction, the 
principles which determine the organization and relationship of these elements, and 
the analysis of design. Application of these fundamentals in drawing and elementary 
design problems leading to an understanding of form and space, primarily two-dimen- 
sional. 


Prerequisite: None. 


T-DES 118 Visual Design 3 3 4 


An extension of Visual Design T-DES 117 dealing with problems of two-dimensional 
manipulation and delineation of space. Particular emphasis is placed on the nature 
of color, color chords, organization, composition, optical and psychological impli- 
cation. 


Prerequisite: T-DES 117. 
T-DES 216 Technical Design 


An exploration of three-dimensional design using a variety of materials to define 
space and mass as they relate to function and aesthetics. Experiments in construc- 
tion and ornamentation will be an integral part of the course. 


Prerequisite: T-DES 117. 
T-DES 225 Furniture Styling 2 a 5 


A comprehensive study of the periods and styles of furniture, from the Goth:c Per- 
iod to contemporary innovations, including factors wh.ch influenced their develop- 
ment. Methods of styling and decorating will be incorporated with the basic prin- 
ciples of design. 


Prerequisite: None. 
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T-DES 239 Rendering 2 3 3 


This course will include techniques of heightening the three-dimensional effects of 
both pictorial and orthographic drawings through the use of variation in value, tex- 
ture, and color. Additional depth of experience will be gained in preparing presen- 
tation pictorials. 


Prerequisite: ‘T-DFT 105. 
T-DES 245 Anatomical Relationships > 0 5 


This course is a comprehensive study of the human form as it relates to objects and 
activities of work, family living, and circulation. Emphasis is placed on the impli- 
cations applicable to furniture and interior design. 


Prerequisite: None. 
T-DES 250 Interior Planning and Display 5 5) + 


This course is a study of architectural consideration, furniture grouping, correlation 
of finish, fabrics, and accessories as related to customer services and show room 
planning. 

Prerequisites: T-DES 118, T-DFT 105, T-DES 239, T-DES 245. 


DRAFTING 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
T-DFT 101 Technical Drafting 0 6* 2 


The field of drafting is introduced as the student begins study of drawing principles 
and practices for print reading and describing objects in the graphic language. Basic 
skills and techniques of drafting included are: use of drafting equipment, lettering, 
freehand orthographic and pictorial sketching, geometric construction, orthographic 
instrument drawing of principal views, and standards and practices of dimensioning. 
The principles of isometric, oblique, and perspective are introduced. 


Prerequisite: None. 
T-DFT 102 Technical Drafting 0 OF 2 


The application of orthographic projection principles to the more complex drafting 
problems, primary and secondary auxiliary views, simple and successive revolutions, 
and sections and conventions will be studied. Most important is the introduction of 
the graphical analysis of space problems. Problems of practical design elements in- 
volving points, lines, planes, and a combination of these elements shall be studied. 
Dimensioning practices for “details” and “working drawings,” approved by the 
American Standards Association will also be included. Introduction is given to in- 
tersections and developments of various types of geometrical objects. 


Prerequisite: T-DFT 101. 
T-DFT 103 Technical Drafting 0 Os 2 


Intersection and developments and their practical solutions. Where applicable, 
model solutions accompany the problems. The various techniques employed to pro- 
duce and render isometric and oblique drawings, isometric, dimetric and trimetric 
projections, will be included. 


Prerequisite: T-DFT 102. 


the, 


T-DFT 105 Design Drafting I » 6* 4 


Intersections and developments and their practical applications to pattern drawing, 
with model solutions. Mechanical and free-hand techniques used to produce iso- 
metric, dimetric, trimetric, and perspective drawings incorporating basic rendering 
techniques. Charts, graphs and other methods of visual presentation are included. 


Prerequisite: T-DFT 102. 


T-DET 204 Descriptive Geometry 2 4 4 


Graphic analysis of space problems involving points, lines, planes, connectors, and a 
combination of these. Practical design problems will be stressed with analytical 
verification where applicable. Visualization shall be stressed on every problem. 


Prerequisites: ‘T-DFT 102, T-MAT 102. 


T-DFT 205 Design Drafting I D: ae 4 


Basic design is introduced in the study of motion transfer mechanisms as they 
relate to power trains. Principles of design sketching, design drawing, layout draft- 
ing, detailing from layouts, production drawings and simplified drafting practices 
constitute areas of study. Types and methods of specifying materials and workman- 
ship are an integral part of the course. 


Prerequisites: T-DFT 204, T-MAT 102, T-PHY 102. 


T-DFT 206 Design Drafting I 2 6% 4 


Research to solve a problem in design by consulting various manuals, periodicals, 
and through laboratory experiments. A written technical report, preliminary design 
sketches, layout drawings, detail drawings, assembly and sub-assembly drawings, pic- 
torial drawings, exploded pictorial assembly, patent drawings and specifications are 
required as a part of the problem. 


Prerequisites: ~1-DFT 205, 1-DFT 210. 


T-DFT 211 Mechanisms 3 ¥, 4 


Mathematical and drafting room solutions of problems involving the principles of 
machine elements. Study of motions of linkages, velocities and acceleration of points 
within a link mechanism; layout methods for designing cam, belts, pulleys, gears 
and gear trains. 


Prerequisites: T-DFT 201 and 204, T-MAT 103, T-PHY 106. 
T-DFT 212 Jig and Fixture Design L 6* “ 


Commercial standards, principles, practices and tools of jig and fixture design. In- 
dividual project and design work to acquaint students with the types of jigs and fix- 
tures and their design. 


Prerequisites: ‘T-DFT 205, T-DFT 211. 
T-DFT 240 Furniture Drafting 2 6* 4 


The student will become familiar with the types of drawings used in furniture mak- 
ing, general types of furniture based on function and market, including built-ins. 
Preliminary sketches will be followed by simple assembly-details and detail drawing 
of typical constructions for cases, frames, drawers, doors and seating places. 


Prerequisite: T-DFT 105. 
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T-DFT 241 Furniture Design Drafting 2 6* 4 


The student will pursue the more complex detailing problems involving construction, 
carving delineations and less traditional materials such as formed plywood, plastics 
and metals. Specifications and bills of materials will be included. 


Prerequisites: T-DFT 240, T-DES 118. 
T-DFT 242 Furniture Design Drafting 2 6* 4 


Research to solve the design problem of developing a correlated furniture group us- 
ing any necessary experiments and reference sources. A written report outlining 
and defining the entire project accompanied by preliminary sketches, presentation 
drawings, selected finished details and specifications is required as a part of the 
problem. 


Prerequisites: T-DFT 241, all design courses. 
T-DFT 249 Merchandising Graphics 3} 2 4 


A study of graphic arts media, techniques, layout, type, and reproduction methods 
applicable to direct mail, display art, newspaper, magazine. 
Prerequisites: T-DES 118, T-DES 239. 


DFT 1101 Schematics & Diagrams: 
Power Mechanics 0 5 1 


Interpretation and reading of blueprints. Development of ability to read and in- 
terpret blueprints, charts, instruction and service manuals, and wiring diagrams. In- 
formation on the basic principles of lines, views, dimensioning procedures, and notes. 


Prerequisite: None. 


DEFT 1104 Blueprint Reading: Mechanical 0 3 if 


Interpretation and reading of blueprints. Information on the basic principles of 
the blueprint; lines, views, dimensioning procedures and notes. 


Prerequisite: None. 


DFT 1110 Blueprint Reading: Building Trade 0 3 1 


Principles of interpreting blueprints and specifications common to the building trades. 
Development of proficiency in making three view and pictorial sketches. 


Prerequisite: None. 


DEFT 1111 Blueprint Reading & Sketching 0 3 t 


Principles of interpreting blueprints and specifications common to the building trades. 
Practice in reading details for grades, foundations, walls, elevations, chimneys, fire- 
places, arches and cavity wall construction. Development of proficiency in making 
three view and pictorial sketches. 


Prerequisite; DED 1110; 
DFT 1112 Blueprint Reading & Sketching 0 3 1 


Designed to develop abilities in reading complex drawings in the masonry field. Blue- 
prints of residential and commercial buildings will be studied with emphasis on the 
plot plan, floor plan, basement and/or foundation plan, walls and various detailed 
drawings of masonry work. 


Prerequisites DEI e111, 
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DFT 1113 Blueprint Reading: Electrical 0 3 1 


Interpretation of schematics, diagrams and blueprints applicable to electrical installa- 
tions with emphasis on electrical plans for domestic and commercial buildings. 
Sketching schematics, diagrams, and electrical plans for electrical installations us- 
ing appropirate symbols and notes according to the applicable codes will be a part 
of this course. 


Prerequisite: DFT 1110. 
DFT 1117 Blueprint Reading: Welding 0 8) 1 


A thorough study of trade drawings in which welding procedures are indicated. Inter- 
pretation, use and application of welding symbols, abbreviations, and specificiations. 


Prerequisite: DFT 1104. 
DFT 1118 Pattern Development and Sketching 0 3 1 


Continued study of welding symbols; methods used in layout of sheet steel; sketching 
of projects, jigs and holding devices involved in welding. Special emphasis is placed 
on developing pipe and angle layouts by the use of patterns and templates. 


Prerequisite: None. 
DET 1121 Drafting 3 12 7 


An introduction to drafting and the study of drafting practices. Instruction is given 
in the selection, use and care of instruments, single-stroke lettering, applied geometry, 
freehand sketching consisting of orthographic and pictorial drawings. Orthographic 
projection, reading and instrument drawing of principal views, single auxiliary views 
(primary), and double (oblique) auxiliary views will be emphasized. Dimensioning 
and note practices will be studied with reference to the American Standards Associa- 
tion practices. Methods of reproducing drawings will be included at the appropiate 
time. 


Prerequisite: None. 
DET 1122 Drafting 3 6 5 


The trainee will study simple and successive revolutions and their applications to 
practical problems. Sections and conventions will be studied and both detail and 
assembly sections will be drawn. Intersections and developments will be studied by 
relating the drawing to the sheet metal trades. Models of the assigned drawings will 
be made from construction paper, cardboard, or similar materials as a proof of the 
solution to the problems drawn. ; : 
Methods of drawing and projectiing axonometric, oblique, and perspective drawings 
will be studied with emphasis on the practical applications of pictorial drawings. 
Various methods of shading will be introduced and dimensioning and sectioning of 
oblique and axonometric pictorials will be done. 

Prerequisite: DFT 1121. 


DEFT 1125 Descriptive Geometry iy 3 3 


Graphical analysis of space problems. The problems deal with practical design ele- 
ments involving points, lines, planes, connectors, and a combination of these. In- 
cluded are problems dealing with solid geometry theorems. Where applicable, each 
graphical solution shall be accompanied by the analytical solution. 

Prerequisite: DFT 1121. 


DFT 1131 Mechanical Drafting 3 le ad 


An introduction to mechanical drafting beginning with problems concerning precision 
and limit dimensioning. Methods of fastening materials, and fasteners: keys, rivets, 
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springs, and welding. Symbols will be studied and drawings will be made involving 
these items. Principles of design will be introduced with the study of basic me- 
chanisms of motion transfer; gears, cams, power trains, pulleys, belting and methods 
of specifying and calculating dimensions will be studied. Drawings will be made 
involving these mechanisms. 


Prerequisite: DFT 1122. 
DFT 1132 Mechanical Drafting 3) 12 if 


Principles of design sketching, design drawings, layout drafting, detailing from layout 
drawings, production drawings and simplifed drafting practices constitute areas of 
study. Forging and casting drawings will be made from layouts. Specifications, 
parts list and bill of materials are emphasized in this course. The student will de- 
velop a complete set of working drawings of a tool, jig, fixture or simple machine 
and learn principles of design, handbook and manual usage. 


Rrerequistte: me Eames le 
DEFT 1135 Furniture Drafting 3 V2 di 


An introduction to furniture drafting. Anatomical relationships influencing furni- 
ture construction and design. Furniture sizes and influencing factors. Construc- 
tion details, and standard furniture parts. Scale drawings and full-size drawings will 
be made. Dimensioning practices and notes will be studied. 


Prerequisite: DFT 1122. 
DET 1136 Furniture Drafting 3 15 8 


The “working drawing” will be studied and a complete set of drawings will be made 
of a group of furniture. Related architectural considerations will be included. Noted 
and materials list will accompany the set of drawings. 


Prerequisites: DED 1135, UPHVI1IE CABMII0: 
DET 1137 Furniture Specifications 3 0 3 


Furniture specifications and billing of materials will be studied. Materials, fabrica- 
tion, workmanship, finishes, crating and shipping instructions will be included. 


Prerequisites; DFT 1135, UPH 1111, CAB 1110. 

DFT 1138 Furniture Styling and Decoration 3 0 3 

A study of the periods and styles of furniture and of the factors which influenced 
their development. Methods of styling and decorating will be included along with 
basic principles of design. 

Prerequisites: UPH 1111, CAB 1110. 


ECONOMICS 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
T-ECO 102 Economics 3 0 3 


The fundamental principles of economics including the institutions and practices by 
which people gain a livelihood. Included is a study of the laws of supply and de- 
mand and the principles bearing upon production, exchange, distribution, and con- 
sumption both in relation to the individual enterprise and to society at large. 
Prerequisite: None. 


83 


T-ECO 104 Economics 3 0 3 


Greater depth in principles of economics, including a penetration into the composition 
and pricing of national output, distribution of income, international trade and fin- 
ance, and current economic problems. 


Prerequisite: T-ECO 102. 
T-ECO 108 Consumer Economics 3 0 3 


Designed to help the student use his resources of time, energy, and money to get 
the most out of life. It gives the student an opportunity to build useful skills in 
buying, managing his finances, increasing his resources, and to understand better 
the economy in which he lives. 


Prerequisite: None. 


ELECTRICAL 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
ELC 1112 Direct and Alternating Current 5) , 2) 


A study of the electrical structure of matter and electron theory, the relationship 
between voltage, current, and resistance in series, parallel, and series-parallel circuits. 
An analysis of direct current circuits by Ohm’s Law and Kirkchhoff’s Law. A study 
of the sources of direct current voltage potentials. Fundamental concepts of alter- 
nating current flow, reactance, impedance, phase angle, power, and resonance. Analy- 
sis Of alternating current circuits. 


Prerequisite: None. 


ELC 1113 Alternating Current and Direct 
Current and Machines and Controls 5 12 9 


Provides fundamental concepts in single and polyphase alternating current circuits, 
voltages, currents, power measurements, transformers, and motors. Insrtuction in 
the use of electrical test instruments in circuit analysis. The basic concepts of AC 
and DC machines and simple system controls. An introduction to the type control 
used in small appliances such as: thermostats, times, or sequencing switches. 


Prercaiusites; ELC 1112, MAT 1115. 
ELC 1124 Residential Wiring 5 S) 8 


Provides instruction and application in the fundamentals of blueprint reading, plan- 
ning, layout, and installation of wiring in residential applications such as: _ services, 
switchboards, lighting, fusing, wire sizes, branch circuits, conduits, National Electrical 
Code regulations in actual building mock-ups. 


Brenequisites mmm Cm lis om Halemia 10% 
ELC 1125 Commercial and Industrial Wiring 5 IZ a 


Layout, planning, and installation of wiring systems in commercial and industrial 
complexes, with emphasis upon blueprint reading and symbols, the related National 
Electrical Codes, and the application of the fundamentals to practical experience in 
Wiring, conduit preparation, and installation of simple systems. 


Prerequisites: BLN, 1118S ELC 1124: 
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ELECTRONICS 


Hours Per Week Total 


Contact 
Class Lab. Hours 
T-ELN 201 Industrial Controls 3 2 4 


Industrial controls is the study of modern methods of controlling machinery by 
electronic circuitry. Machinery controls and electronic mechanisms that automati- 
cally operate machines will be studied. Types of motors, generators, control signals 
and devices, thyratrons, gates, switches, and servomechanism circuits are major areas 
of study. 


Prerequisite: T-PHY 103. 
ELN 1118 Industrial Electronics 3 6 5 


Basic theory, operating characteristics, and application of vacuum tubes such as: 
diodes, triodes, tetrodes, pentodes, and gaseous control tubes. An introduction to 
amplifiers using triodes, power supplies using diodes, and other basic applications. 
Prerequisite: ELC 113. 


ELN 1119 Industrial Electronics 3 6 > 


Basic industrial electronic systems such as: motor controls, alarm systems, heating 
systems and controls, magnetic amplifier controls, welding control systems using 
thyratron tubes, and other basic types of systems commonly found in most indus- 
tries. 

Prerequisite: ELN 1118. 


ENGLISH 


T-ENG 101 Grammar 3 0 Ss 


Designed to aid the student in the improvement of self-expression in grammar. The 
approach is functional with emphasis on grammar, diction, sentence structure, punc- 
tuation, and spelling. Intended to stimulate students in applying the basic principles 
of English grammar in their day-to-day situations in industry and social life. 
Prerequisite: None. 


T-ENG 102 Composition 3 0 3 


Designed to aid the student in the improvement of self-expression in business and 
technical composition. Emphasis is on the sentence, paragraph and whole composi- 
tion. 


Prerequisite: T-ENG 101. 
T-ENG 103 Report Writing §) 0 3 


The fundamentals of English are utilized as a background for the organization and 
techniques of modern report writing. Exercises in developing typical reports, using 
writing techniques and graphic devices are completed by the students. Practical ap- 
plication in the preparation of a full-length report is required of each student at the 
end of the term. This report must have to do with something in his chosen curri- 
culum. 


Prerequisite: T-ENG 102. 
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T-ENG 204 Oral Communication 3 0 3 


A study of basic concepts and principles of oral communications to enable the stu- 
dent to communicate with others. Emphasis is placed on the speaker’s attitude, im- 
proving diction, voice, and the application of particular techniques of theory to cor- 
rect speaking habits and to produce effective oral presentation. Particular atten- 
tion given to conducting meetings, conferences, and interviews. 


Prerequisite: T-ENG 101. 
T-ENG 206 Business Communication 3 0) 3 


Develops skills in techniques in writing business communications. Emphasis is plac- 
ed on writing action—getting sales letters and prospectuses. Business reports, sum- 
maries of business conferences, letters involving credit, collections, adjustments, com- 
plaints, orders, acknowledgements, remittances, and inquiry. 


Prerequisite: T-ENG 102. 
ENG 1101 Reading Improvement 2 0 2 


Designed to improve the student’s ability to read rapidly and accurately. Special 
machines are used for class drill to broaden the span of recognition, to increase eye 
coordination and word group recognition and to train for comprehension in larger 
units. 


Prerequisite: None. 


ENG 1102 Communication Skills 3 0 3 


Designed to promote effective communication through correct language usage in 
speaking and writing. 
Prerequisite: ENG 1101. 


FURNITURE 


Hours Per Week Total 


Contact 
Class Lab. Hours 
T-CAB 101 Furniture Processes 3 3 4 


A comprehensive study of materials and methods of furniture manufacturing. Classi- 
fication, characteristics, and uses of wood species, veneer and manufactured board 
processes and uses will be studied. Production wood working operations and meth- 
ods using circular saws, jointer, planer, band saw, jig saw, drill press, lathe, shaper, 
router and portable hand tools will be explored. Wood joints, giving processes, fast- 
eners and assembly procedures will be included. 


Prerequisite: None. 


T-UPH 102 Furniture Processes 3 3 4 


The preparation of woods, types of finishes and their application, equipment and 
processes will be studied. Procedures for joining wood and other commonly used 
materials and appliques are included. Forms of upholstery, equipment, materials 
and processes will be explored. Functional and decorative hardware and mechanisms 
will be studied. 


Prerequisite: T-CAB 101. 
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CAB 1110 Case Goods Materials 
and Methods 2 3 3 


A comprehensive study of the materials and methods of the furniture making trade. 
Woods, metals, plastics, and other materials used in making of case goods. Basic 
woodworking operations and methods of joining of wood. Appliques and edgings, 
and hardware will be included. 


Prerequisite: None. 
UPH 1111 Upholstery Materials and Methods 2 0 a 


Materials used in upholstering and their effect on design and drawing of plans for 
furniture. Types of materials and their characteristics, methods of fastening, acces- 
sory materials, frame types and construction, and processes of fabricating are included 
in this course. 


Prerequisite: None. 


PRODUCTION ASSISTANT 
(Furniture Option) 
TENTATIVE COURSES 


Class Lab. Credit 
FURN 1101 Cost Records & Cost Estimates DD 0) 2, 


Elements of cost (materials, labor, overhead, etc.). Materials cost deals with price 
and grade, cost of delivery and storage, and percent utilization. Labor cost studies 
deal with such factors as time required, hourly rate, quantities produced, turnover 
and cost of training. Overhead costs are studied over specific periods of time with 
advantages and limitations of prorating overhead items of cost. 


FURN 1102 Production Control 1 4 3 


Production planning, dispatching, progress reporting, adjusting and replanning. Sys- 
tems and charts which help effectively control production will be developed and 
studied. Material wastes controls, labor controls, indirect labor controls, and over- 
head controls as they relate to production control will be dealt with. 


FURN 1103 Construction and Billing Z 6 4 


Emphasis on construction for satisfactory performance in service, adequate strength 
and rigidity, and low cost. Once construction has been determined, students make 
accurate bills of material and other manufacturing information for the shop. 


FURN 1104 Characteristics of Woods 1 0 1 


Structure (very elementary only). Wood-moisture relations. Shrink, swell and 
warp. Effect of grain on strength and related properties. Machineability. 


FURN 1105 Glues 1 0 iP 


Types of glues with operating advantages and disadvantages. Factors affecting 
strength of glue joints. Time factors, temperature factors and pressure factors in 
using glue. Gap filling characteristics. Effect of grain orientation. 
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FURN 1107 Wood Finishes 1 5 pl 


Preparing surface for finish. Process for color, filling of pores, sealing, sanding, 
body coats, rubbing. Cure by drying out solvents, by oxidation, by polymerization. 
Time, temperature, and air circulation requirements for various finishes. Causes 
and cures of defects in finishes. 


FURN 1106 Furniture Sanding 1 3 ps 


FURN 1108 Furniture Manufacturing and 
Processing Equipment I 1 4 3 


This course deals with the setting up, operating procedures, capacities, and safety in 
working with various pieces of furniture equipment including tenoner, knife grinding 
machine, and sanding equipment. 


FURN 1109 Furniture Manufacturing and 
Processing Equipment II 1 4 3 


This is a continuation of Furniture Manufacturing and Processing Equipment I and 
will deal with more complicated types of furniture equipment currently in use in 
the Lenoir area. 


FURN 1110 Method Standard Data 3 3 3 


Motion study such as is needed to intelligently use predetermined time standards. 
Practice in building up standard times for specific operations using tables of pre- 
determined times for the elements of the operation. 


FURN 1111 Collecting and 
Reporting Information 2 2 3 


This course deals with the development of methods of collecting different types of 
data and information needed in the furniture industry for better production control, 
cost estimates, and cost analysis. Emphasis will be given to accurate collections of 
data and methods of presenting it neatly and effectively. 


FURN 1112 Routing and Process Sequences 1 3 ye 


Analysis of proper sequence of operations. Use of such charts as are helpful. Study 
of temperature and time elements as are necessary for satisfactory processing. Studies 
of alternate processes. 


FURN 1113 Quality Control 3 0 3 


Setting quality standards for customer acceptance. Final inspection to police these 
standards. Prior ispections and specifications to achieve final quality standard at 
minimum cost. Dimensions, tolerances, gages and other techniques to control di- 
mensions. Qualities other than dimensions are more intangible. How to set stand- 
ards and police performance in such areas. Receiving inspection, In process inspec- 
tion, sampling. 
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FURN 1114 Supervisory Responsibilities 3 0 5 


This course will deal with such topics as fundamentals of supervision, relationships 
on the job, human relations, performance and job evaluation, the art of motivating, 
people, and effective communications. 


INDUSTRIAL SCIENCE 


Hours Per Week Total 


Contact 
Class Lab. Hours 
T-ISC 201 Industrial Organization 
and Management 3) 0 3) 


Organizational structure for industrial management; operational and financial acti- 
vities, including accounting, budgeting, banking, credit and industrial risk, forecast- 
ing and markets, selection and layout of physical facilities; selection, training and 
supervision of personnel as found in typical industrial organizations. 


Prerequisite: None. 


T-ISC 214 Product Development ‘| 0 3 


This course of study is to familiarize the student with product development as it re- 
lates to the complete manufacturing organization. The evolution from original idea 
to retailer involving sales, design and engineering, cost, plant production, shipping, 
and outside agencies. 


Prerequisite: None. 


MASONRY 


MAS 1101 Bricklaying 5 15 10 


The history of the bricklaying industry. Clay and shell brick, mortar, laying foun- 
dations, laying bricks to a line, bonding, and tools and their uses. Laboratory work 
will provide training in the basic manipulative skills. 


Prerequisite: None. 


MAS 1102 Bricklaying 5 15 10 


Designed to give the student practice in selecting the proper mortars, layout, and 
construction of various building elements such as foundations, walls, chimneys, arches 
and cavity walls. The proper use of bonds, expansion strips, wall ties and caulking 
methods are stressed. 


Prerequisite: MAS 1102. 


MAS 1103 General Masonry 5 15 10 


Layout and erection of reinforced grouted brick masonry lintels, fireplaces, glazed 
tile, panels, decorative stone, granite, marble, adhesive terra cotta and modular 
masonry construction theory and techniques. 


Prerequisite: MAS 1102. 


89 


MAS 1113 Masonry Estimating 3 3 4 
This is a practical course in quantity “‘take off” from prints of the more common 


type jobs for bricklayers and masons. Figuring the quantities of materials needed 
and costs of building various components and structures. 


Prerequisite: MAS 1103. 


MATHEMATICS 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
T-MAT 101 Technical Mathematics 5 0 5 


The real number system is developed as an extension of natural numbers. Number 
systems of various bases are introduced. Fundamental algebraic operations, the 
rectangular coordinate system, as well as fundamental trigonometric concepts and 
Operations are introduced. The application of these principles to practical problems 
is stressed. 


Prerequisite: Satisfactory evidence that admission requirements have been met. 


T-MAT 102 Technical Mathematics 5 O 5 


A continuation of T-MAT 101. Advanced algebraic and trigonometric topics in- 
cluding quadratics, logarithms, determinants, progressions, the binominal expansion, 
complex numbers, solution of oblique triangles and graphs of the trigonometric func- 
tions are studied in depth. 


Prerequisite: T-MAT 101. 


T-MAT 110 Business Mathematics 3) 0 5 


This course stresses the fundamental operations and their application to business 
problems. Topics covered include payrolls, price marking, interest and discount, 
commission, taxes, and pertinent uses of mathematics in the field of business. 


Prerequisite: None. 


MAT 1101 Fundamentals of Mathematics 5 0 5 


Practical number theory. Analysis of basic operations: addition, subtraction, multi- 
plication and division. Fractions, decimals, powers and roots, percentages, ratio and 
proportion. Plane and solid geometric figures used in industry; measurement of sur- 
faces and volumes. Introduction to algebra used in trades. Practice in depth. 


Prerequisite: None. 


MAT 1102 Algebra 5 0 5 


Basic concepts and operations of algebra: historical background of our base-10 
number system; algebraic operations: addition, subtraction, multiplication and divi- 
sion; fractions, letter representation, grouping, factoring, ratio and proportions, varia- 
tion; graphical and algebraic solution of first degree equations; solution of simultan- 
eous equations by: addition and subtraction, graphing; exponents, logarithms, tables 
and interpolation. 


Prerequisite: None. 
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MAT 1103 Geometry 3 0 3 


Fundamental properties and definitions; plane and solid geometric figures, selected 
general theorems, geometric construction of lines, angles and plane figures. Dihedral 
angles, areas of plane figures, volumes of solids. Geometric principles are applied 
to shop operations. 


Prerequisite: None. 


MAT 1104 _ Trigonometry 5 0 5) 


Trigonometric ratios; solving problems with right triangles, using tables, and inter- 
polating; solution of oblique triangles using law of sines and law of cosines; graphs 
of the trigonometric functions; inverse functions, trigonometric equations. All topics 
are applied to practical problems. 


Prerequisite: MAT 1102, MAT 1103. 


MAT 1112 Building Trades Mathematics 8) 0 3 


Practical problems dealing with volumes, weights, ratios; mensuration; and basic 
estimating practices for building materials. 


Prerequisite: MAT 1101. 


MAT 1115 Electrical Math 5 0 5 


A study of fundamental concepts of algebra; basic operations of addition, subtraction, 
multiplication, and division; solution of first order equations, use of letters and signs, 
grouping, factoring, exponents, ratios, and proportions; solution of equations, alge- 
braically and graphically; a study of logarithms and use of tables; an introduction 
to trigonometric functions and their application to right angles; and a study of vectors 
for use in alternating current. 


Prerequisite: None. 


MECHANICS 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
T-MEC 101 Machine Processes 0 6* M3 


An introductory course designed to acquaint the student with basic hand tools, safety 
procedures and machine processes of our modern industry. It will include a study 
of measuring instruments, characteristics of metals and cutting tools. The student 
will become familiar with the lathe family of machine tools by performing selected 
Operations such as turning, facing, threading, drilling, boring, and reaming. 


Prerequisite: None. 


T-MEC 205 Strength of Materials 3 2 4 


Study of principles and analysis of stresses which occur within machine and struc- 
ture elements subjected to various types of loads such as static, impact, varying and 
dynamic. Analyses of these stresses are made as applied to thin-walled cylinders 
and spheres, riveted and welded joints, beams, columns and machine components. 


Prerequisites: T-PHY 106, T-MAT. 103. 
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T-MEC 210 Physical Metallurgy 3 3% 4 


Introductory course in metallurgy, a basic study of the properties of metals and 
alloys. Analysis of the structure of metals and alloys, atomic structure, nuclear 
structure, and nuclear reactions. Solid (crystalline) structures, methods of designat- 
ing crystal planes; liquid and vapor phases; phase diagrams; and alloy systems. 
Prerequisite: T-PHY 101. 


T-MEC 211 Physical Metallurgy 3 a 4 


Properties of metals and alloys, the reactions of metals, diffusion, carburizing, metal 
bonding and homogenization; recrystallization and grain growth, age hardening, nit- 
riding, internal oxidation; heat treatment of steel; laboratory experiments and demon- 
strations. 


Prerequisite: T-MEC 210. 


T-MEC 235 Hydraulics and Pneumatics 3 a} 4 


The basic theories of hydraulic and pneumatic systems. Combinations of systems 
in various circuits. Basic designs and functions of circuits and motors, controls, elec- 
trohydraulic servomechanisms, plumbing, filtration, accumulators and reservoirs. 


Prerequisite: T-PHY 102. 


T-MEC 237 Control Systems 2 4 4 


Hydraulic, pneumatic, mechanical electrical and electronic control systems and com- 
ponents. Basic description, analysis and explanation of operation. Typical perform- 
ance characteristics, limitations on performance, accuracy, applications and _ their 
utilization in industrial processes. 


Prerequisites: T-PHY 103, T-PHY 205. 


MEC 1113 Shop Processes 2 3 3 


Study of practices used in metalworking shops: introduction to how materials can 
be utilized, and to the processes of shaping, forming and fabricating of metals. 
Demonstration of the metalworking lathes, grinders, drills, milling machines, shapers, 
planers, saws, broachers, gear cutting machines and finishing machines. A study of 
the capabilities of these machines. 


Prerequisite: None. 


MEC 1114 Shop Processes 2, 3 3 


Comparison of the unit-production and mass-production systems. Casting, forging 
and allied processes, welding and sheet metal working processes are demonstrated 
and discussed. Mass-production methods are studied in relationship to precision 
dimensional control. 


Prerequisite: MEC 1113. 
MEC 1115 Treatment of Ferrous Metals 2 3 3 


Investigates the properties of ferrous metals and tests to determine their uses. In- 
structions will include some chemical metallurgy to provide a background for the 
understanding of the physical changes and causes of these changes in metals. Phy- 
sical metallurgy of ferrous metals, producing iron and steel, theory of alloys, shap- 
ing and forming, heat treatments for steel, surface treatments, alloy of special steel, 
classification of steels, and cast iron will be topic for study. 


Prerequisite: None. 
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MEC 1116 Treatment of Non-Ferrous Metals 2 8) 3 


Continuation of the study of physical metallurgy. The non-ferrous metals; bearing 
metals (brass, bronze, lead) light metals (aluminum and magnesium) and copper 
and its alloys are studied. Powder metallurgy, titanium, zirconium, indium and 
vanadium are included in this course. 


Prerequisite: MEC 1115. 


PHYSICS 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
T-PHY 101 Physics: Properties of Matter 3S 2 4 


A fundamental course covering several basic principles of physics. The divisions in- 
cluded are solids and their characteristics, liquids at rest and in motion, gas laws 
and applications. Laboratory experiments and specialized problems dealing with 
these topics are part of this course. 


Prerequisite: None. 


T-PHY 102 Physics: Work, Energy, Power 3 2 4 


The major areas covered in this course are work, energy, and power. Instruction in- 
cludes such topics as statics, forces, center of gravity and dynamics. Units of mea- 
surement and their applications are a vital part of this course. A practical approach 
is used in teaching students the use of essential mathematical formulas. 


Prerequisites: T-PHY 101, T-MAT 101. 
PHY 1101 Applied Science 3) 2 4 


An introduction to physical principles and their application in industry. Topics in 
this course include measurement; properties of solids, liquids, and gases; basic elec- 
trical principles. 

Prerequisite: None. 


PHY 1102 Applied Sciences 3 2 4 


The second in a series of two courses of applied physical principles. Topics intro- 
duced in this course are heat and thermometry, and principles of force, motion, work, 
energy, and power. 


Prerequisite: PHY 1101. 


PRACTICAL NURSING EDUCATION 


Class Lab. Quarter 
NUR 1001 Practical Nursing I 28 2 330 


Designed to assist students in acquiring the knowledge, understandings, appreciations, 
and attitudes basic to effective nursing of patients of all ages and backgrounds. Em- 
phasis is on nursing needs arising both from the individuality of the patient and from 
inability for self-care as a result of a health deviation. Patient-entered studies in- 
clude analysis of patient needs, both through classroom study of hypothetical patient 
situations and through planned experiences in the clinical environment. Beginning 
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skills in nursing methods are developed through planned laboratory practice and sup- 
ervised patient care. 


OBJECTIVES: To assist beginning students in practical nursing to acquire basic 
knowledge from nursing and related subject areas and to begin to develop the skills 
needed for safe and effective bedside care of patients in a state of dependency due to 
health deviations. 


COURSE MATERIAL: Nursing — History 
Introduction to Patient Care 
Health — Personal, Physical and Mental 
Family 
Community 
Basic Science — Body Structure and Function 
Bacteriology 
Basic Nutrition 
Vocational Adjustments — Introduction to Ethics 
Legal Aspects of Nursing 
Communications and Human Relations 
Prerequisite: Admission requirements. 


NUR 1002 Practical Nursing II 12 24 396 


Designed to introduce the student to deviations from normal, to nursing methods 
and therapeutic procedures, and to clinical specialties. Continued patient-centered 
study, with introduction of the illness condition as an additional source of nursing 
needs. Increased emphasis on clinical activities and selected patient care. 


OBJECTIVES: To assist practical nursing students to acquire further knowledge 
and understanding and to develop further skills needed for rendering safe and effec- 
tive nursing care to selected patients of all ages. 


COURSE MATERIAL: Medical-Surgical Nursing — Patient Care 
Therapeutic Methods, includ- 
ing administration of oral 
medications 
Introduction to Maternity Nursing 
Introduction to Nursing the Sick Child 
Communications and Human Relations 
Prerequisite: NUR 1001. 


NUR 1003 Practical Nursing Il 12 24 396 


Designed to acquaint the student with common illness conditions, related nursing 
needs and therapeutic methods, and role of the practical nurse in care of patients 
with specific conditions. Learning situations are selected to illustrate commonalities 
with a wide variety of similar conditions and to promote student awareness of simi- 
larities and differences. Clinical practice emphasizes student experience in care 
of subacutely ill patients with a wide variety of illnesses, correlated with classroom 
studies insofar as possible. 


OBJECTIVES: To assist practical nursing students to acquire knowledge of com- 
mon disease conditions and to develop beginning skills in rendering nursing care to 
patients of all ages with specific needs arising from the illness and/or therapy. 
COURSE MATERIAL: Common Medical-Surgical Conditions 

Care of the Subacutely Ill Child 


Care of Maternity Patients and Newborn Infants 
with Complications 


Prerequisite: NUR 1002. 
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NUR 1004 _ Practical Nursing IV b2 24 396 


Designed to introduce the student to care of patients with complex nursing needs and 
to the assisting role of the practical nurse in situations requiring judgments based on 
depth of knowledge. Clinical practice includes supervised care of labor patients and 
seriously ill adults and children. 


OBJECTIVES: To assist advanced practical nursing students to acquire knowledge 
of needs of seriously ill patients to develop beginning skills in assisting the registered 
nurse and/or physician in complex nursing situations, and to make the transition to 
the role of graduate practical nurse. 
COURSE MATERIAL: Needs of the Seriously Ill Patient 

Needs of Patients in Immediate Post-Operative Period 

Needs of the Labor Patient 

Needs of the Seriously Ill Child 

Assuming the Role of Graduate Practical Nurse 
Prerequisite: NUR 1003. 


PSYCHOLOGY 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
T-PSY 112 Personality Development 3 0 3 


Designed to help the student recognize the importance of the physical, intellectual, 
social, and emotional dimensions of personality. Emphasis is placed on grooming 
and methods of personality improvement. 


Prerequisite: None. 
T-PSY 206 Applied Psychology 3 0 3 


A study of the principles of psychology that will be of assistance in the understand- 
ing of inter-personal relations on the job. Motivation, feelings and emotions are 
considered with particular reference to on-the-job problems. Other topics investigat- 
ed are: employee selection, supervision, job satisfaction, and industrial conflicts. 
Attention is also given to personal and group dynamics so that the student may 
learn to apply the principles of mental hygiene to his adjustment problems as a 
worker and a member of the general community. 


Prerequisite: None. 
PSY 1101 Human Relations 3 0 3 


A study of basic principles of human behavior. The problems of the individual 
are studied in relation to society, group membership, and relationships within the 
work situation. 


Prerequisite: None. 


SOCIAL SCIENCE 
T-SSC 201 Social Science 3 0 2) 


An integrated course in the social sciences, drawing from the fields of anthropology, 
psychology, history, and sociology. 


Prerequisite: None. 
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T-SSC 202 Social Science 8 0 a 


A further study of social sciences with emphasis on economics, political sciences, and 
social problems as they relate to the individual. 


Prerequisite: T-SEC 201. 
T-SSC 205 American Institutions 5 0 3 


A study of the effect of American social, economic, and political institutions upon the 
individual as a citizen and as a worker. The course dwells upon current local, na- 
tional, and global problems viewed in the light of our political and economic heritage. 


Prerequisite: None. 


T-POL 201 United States Government 3 0 3 


A study of government with emphasis on basic concepts, structure, powers, procedures 
and problems. 


Prerequisite: None. 


WELDING 


Hours Per Week Quarter 


Hours 
Class Lab. Credit 
WLD 1101 Basic Gas Welding 0 5 1 


Welding demonstrations by the instructor and practice by students in the welding 
shop. Safe and correct methods of assembling and operating the welding eqiupment. 
Practice will be given for surface welding; bronze welding, silver-soldering, and 
flame-cutting methods applicable to mechanical repair work. 


Prerequisite: None. 


WLD 1112 Mechanical Testing and Inspection 1 3 2 


The standard methods for mechanical testing of welds. The student is introduced 
to the various types of tests and testing procedures and performs the details of the 
test which will give adequate information as to the quality of the weld. Types of 
tests to be covered are: bend, destructive, free-bend, guided-bend, nick-tear, notched- 
bend, tee-bend, nondestructive, V-notch, Charpy impact, etc. 


Prerequisites: WLD 1120, WLD 1121. 
WLD 1120 Oxacetylene Welding and Cutting 3 12 h 


Introduction to the history of oxyacetylene welding, the principles of welding and 
cutting, nomenclature of the equipment, assembly of units. Welding procedures 
such as practice of puddling and carrying the puddle, running flat beads, butt weld- 
ing in the flat, vertical and overhead position, brazing, hard and soft soldering. 
Safety procedures are stressed throughout the program of instruction in the use of 
tools and equipment. Students perform mechanical testing and inspection to deter- 
mine quality of the welds. 


Prerequisite: None. 
WLD 1121 Arc Welding 3 12 7 


The operation of AC transformers and DC motor generator arc welding sets. Studies 
are made of welding heats, polarities, and electrodes for use in joining various metal 
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alloys by the arc welding process. After the student is capable of running beads, 
butt and fillet welds in all positions are made and tested in order that the student 
may detect his weaknesses in welding. Safety procedures are emphasized throughout 
the course in the use of tools and equipment. 


Prerequisite: None. 
WLD 1122 Commercial and Industrial Practice 3 9 6 


Designed to build skills through practices in simulated industrial processes and tech- 
niques: sketching and laying out on paper the size and shape description, listing the 
procedure steps necessary to build the product, and then actually following these di- 
rections to build the product. Emphasis is placed on maintenance, repairing worn or 
broken parts by special welding applications, field welding and nondestructive tests 
and inspection. 

Prerequisites: WILD 1120, WLD 1121. 


WLD 1123 Inert Gas Welding 1 3 2 


Introduction and practical operations in the use of inert-gas-shield arc welding. A 
study will be made of the equipment, operation, safety and practice in the various 
positions. A thorough study of such topics as: principles of operation, shielding 
gases, filler rods, process variations and applications, manual and automatic welding. 


Prerequisites: WLD 1120, WLD 1121. 
WLD 1124 Pipe Welding 3) 12 7 


Designed to provide practice in the welding of pressure piping in the horizontal, verti- 
cal, and horizontal fixed position using shielded metal arc welding processes accord- 
ing to Sections VIII and IX of the ASME code. 


Prerequisite: WLD 1121. 


WLD 1125 Certification Practices 5 6 5 


This course involves practice in welding the various materials to meet certification 
standards. The student uses various tests including the guided bend and the tensile 
strength tests to check the quality of his work. Emphasis is placed on attaining skill 
in producing quality welds. 

Prerequisites: WLD 1120, WLD 1121, WLD 1123, WLD 1124. 
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ACADEMIC CALENDAR 1967-1968 


Fall Quarter 1967 (55 Instructional Days) 


Registration Mon. Tues., & Wed. Sept. 18, 19, 20 
Classes Begin Monday Sept. 25 8:00 A.M. 
Thanksgiving Holidays Begin Wednesday Nov. 22 10:30 P.M. 
Classes Resume Monday Nov. 27 8:00 A.M. 
Fall Quarter Ends Tuesday Dec. 12 10:30 P.M. 
Final Examinations Wed., Thurs., & Fri. Dec. 13, 14, 15 


Winter Quarter 1967-68 (54 Instructional Days) 


Registration Wed., Thurs., & Fri. Dec. 13, 14, 15 
Christmas Holidays Begin Friday Dec. 15 10:30 P.M. 
Classes Begin Tuesday Jan. 2 8:00 A.M. 
Winter Quarter Ends Friday Mar. 15 10:30 P.M. 
Final Examinations Mon. Tues., & Wed. Mar. 18, 19, 20 


Spring Quarter 1967-68 (53 Instructional Days) 


Registration Mon. Tues., & Wed. Mar. 18, 19, 20 
Classes Begin Monday Mar. 25 8:00 A.M. 
Easter Holidays Begin Thursday April 11 10:30 P.M. 
Classes Resume Tuesday April 16 8:00 A.M. 
Spring Quarter Ends Friday June 7 10:30 P.M. 
Final Examinations Mon., Tues., & Wed. June 10, 11, 12 


Summer Quarter 1968 (53 Instructional Days) 


Registration Mon. Tues., & Wed. June 10, 11, 12 

Classes Begin Wednesday June 19 8:00 A.M. 
Independence Holidays Begin Wednesday July 3 . 10:30 P.M. 
Classes Resume Monday July 8 8:00 A.M. 
Summer Quarter Ends Tuesday Sept. 3 10:30 P.M 
Final Examinations Wed., Thurs., & Fri. Sept. 4, 5, 6 


Fall Quarter 1968 (55 Instructional Days) 


Registration Mon. Tues., & Wed. Sept. 16,17, 18 
Classes Begin Monday Sept. 23 
Thanksgiving Holidays Begin Wednesday Nov. 27 
Classes Resume Monday Dec. 2 

Fall Quarter Ends Tuesday Dec. 10 


Final Examinations Wed., Thurs., & Fri. Dec. 11, 12, 13 





ACADEMIC CALENDAR 1968-1969 


Winter Quarter 1968-69 (54 Instructional Days) 


Registration Wed., Thurs., & Fri. Dec. 11, 12, 13 
Christmas Holidays Begin Friday Dec. 13 10:30 P.M. 
Classes Begin Thursday Jan. 2 8:00 A.M. 
Winter Quarter Ends Tuesday Mar. 18 10:30 P.M. 
Final Examinations Wed., Thurs., & Fri. Mar. 19, 20, 21 


Spring Quarter 1969 (52 Instructional Days) 


Registration Wed., Thurs., & Fri. Mar. 19, 20, 21 

Classes Begin Monday Mar. 24 8:00 A.M. 
Easter Holidays Begin Thursday April 3 10:30 P.M. 
Classes Resume Tuesday April 8 8:00 A.M. 
Spring Quarter Ends Thursday June 5 10:30 P.M. 
Final Examinations Fri., Mon. & Tues. June 6, 9, 10 


Summer Quarter 1969 (55 Instructional Days) 


Registration Fri., Mon. & Tues. June 6, 9, 10 
Classes Begin Monday June 16 8:00 A.M. 
Independence Holidays Begin Thursday July 3 10:30 P.M. 
Classes Resume Monday July 7 8:00 A.M. 
Summer Quarter Ends Monday Sept. 1 10:30 P.M. 
Final Examinations Tues., Wed., & Thurs. Sept. 2, 3, 4 


Fall Quarter 1969 (55 Instructional Days) 


Registration Mon., Tues., & Wed. Sept. 22, 23, 24 

Classes Begin Thursday Sept. 25 8:00 A.M. 
Thanksgiving Holidays Begin Wednesday Nov. 26 10:30 P.M. 
Classes Resume Monday Dec. 1 8:00 A.M. 
Fall Quarter Ends Friday Dec. 12 10:30 P.M. 
Final Examinations Mon., Tues., & Wed. Dec. 15, 16, 17 


Christmas Holidays Begin Wednesday Dec. 17 














A Message From 
the President 


The Caldwell Technical Institute was founded upon the premise 
that it should become a “community school,” offering programs 
at all levels to the extent of its legal authority, to all races, 
and to both sexes. 


This commitment is being carried out and planned for through 
adult basic education courses for those who have not learned to 
read and write or who did not complete eighth grade, through 
courses designed to help persons who did not graduate from 
high school prepare themselves to take the high school equiva- 
lency exam, through courses and workshops designed to enable 
persons to live a fuller life and to solve problems that confront 
them, through extension courses designed for employed persons 
to improve their skills while continuing their employment, and 
through curriculum programs announced in this catalog which 
are designed to prepare persons for initial employment. 


The announcements herein result from our commitment as a 
“community school,” for hundreds of lay and professional citi- 
zens in Caldwell County have helped to analyze our needs and 
to design courses and programs to meet them. 


It is our purpose to provide the highest quality programs 
possible at a cost which our citizens can afford. 


H. Edwin Beam 
President 





DR. H. EDWIN BEAM, President 
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E. M. DUDLEY WALTER T. CARPENTER, JR. 
M. L. DEVANE RAY CHAPMAN 
GRANVILLE C. MYERS CLARENCE A. BRASWELL 

C. W. PORTER 


J. WADE KINCAID 


ADMINISTRATIVE STAFF 


(Si, ABMS CES) Tel President 


B.S., (N. C. State University); M.Ed., (N. C. State University) ; Ed.D., 
(University of North Carolina). 


VEG IG MONG)... lone ce Director of Student Personnel 


A.B., (Lenoir Rhyne College); M.A. (Appalachian State University); 
Graduate Specialist Certificate, (University of Texas), additional graduate 
work (University of Wyoming). 


DAN N. STALLINGS .... Director of Adult and Evening Programs 


A.A. (Mars Hill); B.S. (Appalachian State University); M.Ed., (Uni- 
versity of North Carolina); course work completed for Ed.D. (University 
of North Carolina). 


RICHARD L. WALDROUP ............ Director of Technical and 
Vocational Education 


Associate Applied Science (Wyomissing Polytechnic Institute) ; B.S. 
(N. C. State University) ; Graduate work (N. C. State University). 


MARK BENNETT ........ Coordinator of Fire Service Training 
Attended Weaver College 

Mee UGH He ALMOND 2) loses eg es) el oe Business Manager 

MER GMELELION io LATER Y Cees tae em See nS eee Bookkeeper 

MRS. JULIAYD.. ALEXANDER ota? Se vautitet pier: a Secretary 

MRSeERANCES bP. BEALOCKgs rg iain eee se Secretary 

MECMERA NCES (ILA TRICKED webct hela ee ys ee Secretary 


MESS HELEN! Bo WISEMAN@ aii se 2 oy a ks oO ae at Secretary 


FACULTY 


HuGH H: ALMOND Se Data Processing 
B.S., (High Point College); M.A., (Syracuse University). 


JOE A MOSs5 eee Automotive Mechanics and Welding 


Former Instructor, Gaston Technical Institute and Catawba Valley 
Technical Institute. 14 years experience in teaching automotive mechanics. 


KENNETH L. BEARD ....Learning Laboratory, Physics, Biology 


B.S., (Appalachian State University); M.A.T., (University of North 
Carolina, Chapel Hill). 


ELIZA FE. BISHOP See ee ee English 
B.S., M.A., (Appalachian State Teachers College). 


IRENE BLEVINS ...... Practical Nursing Education, Banner Elk 


B.S., (Montreat College, Asheville Memorial Mission Hospital School 
of Nursing). 


ROSALIND;- Ga. GAMPBED Ui eee serene oe en te Library Science 
B.A., (Emory Henry College); M.A., (Appalachian State University). 


JAMES (G2 CAN TRE ge gee er en ae ee Drafting 


B.S., (Western Carolina College); Additional work at North Carolina 
State University and Appalachian State University. 


Horpe?R? HAMILTON ™ 3 eee Secretarial Science 


B.S., (Southern Illinois University); M.A., (Appalachian State Univer- 
sity). 


ROGER*Z;SHART 3) Ayes Auto Mechanics Department 
B.S., (North Carolina State University. 


LHELMA: EF HOOD*.~ = eee eee Secretarial Science 
B.S., (Appalachian State University). 


CLAUDIA, KINCAID |. pee ese er ee Counselor 
A.B., (Lenoir Rhyne College); M.A. (Appalachian State University). 


(THOMAS: KIRKwR. , .., See eee Mathematics and Science 


B.S., (West Virginia Institute of Technology); M.A., (West Virginia 
University). 


MARY LOUISE MARION ............ Practical Nursing Education 
B.S. (University of North Carolina at Greensboro). 


SroneessO, MCAFEE. 4)...0.2.6.)...:.... Business Education 


B.S., (University of North Carolina); M.B.A. (Harvard Graduate 
Business School). 


ROBERT SCHELLER ...... Electrical Installation and Maintenance 
Naval instructor in Electrical Installation and Maintenance, sixteen years. 


POI ON EO RES Re oe ies ee ee we Furniture 
B.S., (N. C. State University). 


VIR GOe RV ATSON 255) 9). 0: ooh ba a olen ee: Cosmetology 


Teachers certificate (Hickory Beauty School) ; Head Instructor for eight 
years. 





Introduction to 
Caldwell Tech 


Several historical events are important in the development 
of the Caldwell Technical Institute. 

The 1968 North Carolina General Assembly passed the Com- 
munity College Act creating a system of comprehensive com- 
munity colleges, technical institutes, and industrial education 
centers in the State under the State Board of Education. 

In January, 1964, the Caldwell Technical Institute was tenta- 
tively approved by the State Board of Education. On March 28, 
1964, the people of Caldwell county approved the institution 
through the bond note of $600,000 for the purchase of the site 
and construction of the facilities and up to 5 cents tax authori- 
zation for operating the institution. Final approval by the State 
Board of Education followed on April 2, 1964. 

The president was selected in October, 1964. The site was 
selected in January, 1965. Selection of the architect was made 
in February, 1965. New facilities were occupied in September, 
1967. 


PURPOSES AND OBJECTIVES 


Caldwell Technical Institute, serving primarily Caldwell, 
Watauga, and Avery counties and operating within the legal 
framework set by the North Carolina General Assembly, opens 
its doors to any person seeking an education. A “technical 
institute,” as defined in the General Statutes of North Carolina, 
is an educational institution dedicated to the educational needs 
of the particular area for which it is established. It is charged 
with the responsibility of offering courses of a technical, of a 
vocational, and of a general adult nature. No only is it com- 
mitted to make training available for recent high school gradu- 
ates but also for those persons already involved in the total 
community life and work. 

Low tuition, easy accessibility, a comprehensive curriculum 
selected to meet the needs of a wide range of students and 
designed to change as the community it serves requires make the 
Institute an organization to serve the people as individuals and 
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the community as a whole and to allow both to reap the rewards 
of a more highly-trained, more fully-enriched citizenry. The 
Institute places first the individual needs, both socially and 
economically; therefore programs of study are scheduled for 
persons who desire to complete high school, for persons who 
desire personal improvement or vocational growth, and for those 
whose goal is a challenging and productive occupation. 

The Institute is flexible in its educational objectives, programs 
and administrative organization in order to meet effectively new 
conditions and logical needs as they arise; thus providing for the 
development of skills and knowledge which will bring material 
and personal rewards for the areas it serves. 

It is, therefore, engaged in a constant effort to determine over- 
all needs of the community and its people and to meet those 
needs. 

In keeping with the general purposes of Caldwell Technical 
Institute, the Board of Trustees, the administrative staff, and 
the faculty have adopted certain specific objectives. The Insti- 
tute will endeavor to: 

Provide inexpensive, continuing educational opportunities 
for out-of-school] youth and adults at facilities located with- 
in commuting distance of people in the service area. 

Provide effective teaching to all who enroll with a con- 
tinuing interest in the individual in terms of behavior 
motivation and achievement. 

Provide educational opportunities for adults who discon- 
tinued their formal training before mastering the basic 
skills of reading, writing, and arithmetic. 


Provide curricula that will reflect the changing needs of 
the community and the training patterns for employment. 


Provide technical training for those persons wishing to 
enter the more highly skilled occupations in business and 
industry. 

Provide vocational training for students who are pre- 
paring to enter occupations at a trade level. 

Provide both technical and vocational courses on a part- 
time basis for adults now employed. 

Provide a two year program of board, general education 
for persons who desire college level work but who are not 
interested in specializing in either the technical or profes- 
sional fields. 

Provide general interest courses that meet the adult and 
community service needs of the people of the area. 
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Provide cultural opportunities to broaden the general 
education of the people of the community at large. 

Provide an atmosphere which would inspire current stu- 
dents to encourage persons in secondary school as well as 
those out of school to give thought to further education. 

Provide guidance services to each individual in order that 
he develop his potential to the fullest. 


LOCATION 


The Caldwell Technical Institute is located on a 78 acre tract 
of land in Hudson, North Carolina. Since the Institute is on 
Highway 321, it is accessible to the population centers of Lenoir 
(5 miles), Granite Falls (5 miles), and Hickory (10 miles). 


AREAS OF STUDY 


General Education Curriculum 


College-level courses leading to the Associate in General 
Education Degree will be offered by Caldwell Technical Insti- 
tute, beginning September 1967. These courses will be offered 
in the day and evening sessions and will include such courses as 
English, science, mathematics, social studies, art, and music, 
plus electives. Refer to the General Education section of the 
catalog. 


Technical Curricula 


Technical curricula expected to be offered by the Caldwell 
Technical Institute for the 1967-1969 Academic year include: 


Business Administration Library Technology 


Executive Secretary Manufacturing Engineering Tech. 
Medical Secretary Manufacturing Drafting & Design 
Electronic Data Processing Tech. 


Graduates of these programs will be awarded the Associate 
in Applied Science Degree. 


Vocational Curricula 


Vocational programs are generally for one year or less in 
duration. Emphasis is given to specific manipulative skills or 
application of understanding. Some knowledge of mathematics, 
the sciences, and communicative skills is also required. 
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Vocational programs expected to be offered by the Caldwell 
Technical Institute for the 1967-1969 Academic years include: 


Automotive Mechanics Mechanical Drafting 
Carpentry Masonry : 
Cosmetology Practical Nurse Education 
Mechanical Drafting Production Assistant (Furniture) 
Electrical Installation Textile Production 

and Maintenance Welding 
Electromechanical Mechanics Machine Shop 


Graduates of these programs will be awarded a diploma by the 
Caldwell Technical Institute. 


AREAS OF STUDY 
NON-CURRICULUM OFFERINGS 


Extension Offerings 


The Caldwell Technical Institute will offer annually a number 
of courses by extension for those persons who are employed, and 
who wish to up-grade their occupational levels. 

Extension courses will be offered in the late afternoons and 
evenings, and may be offered in certain surrounding communities 
as well as on the campus. 

Many of the extension courses will be the same general nature 
as those included in the one and two-year curriculum programs. 
Others will be for specific purposes of pre-employment or up- 
grading training to meet needs not necessarily met through cur- 
ricular offerings. 

Extension courses will be announced well in advance of the 
beginning dates. 

Examples of extension offerings of a non-curriculum nature 
which could be offered include: 


Creative Salesmanship Firemanship Training 
Advertising (Series of Courses) 
Personality Development Nurses’ Assistant Training « 
Accounting Oral Communications 
Bookkeeping Principles of Supervision 
Business Machine Operation (Series of Courses) 
Rapid Writing Job Instruction Training 
Principles of Management Industrial Psychology 
(Series of Courses) Small Appliance Servicing 


and Repair 


A certificate will be awarded for the satisfactory completion of 
each course offered by extension. 


General Adult Education and Community Service Programs 


Adult and community services programs will normally consist 
of non-credit courses that lead to no degree or diploma. However, 
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a certificate will be awarded for the satisfactory completion of 
each adult or community service program. 


Examples of types of offerings in this category follow: 


Social Security Personal Investments 

Law for the Layman Interior Decoration 

Personal Income Tax Home Appliance Repair 
Pre-school Problems Business Law 

Human Relations Discussion Groups: 

North Carolina History Great Decisions 

First Aid Great Books 

Public Speaking You and Your Community 
Rapid Reading Aging and You 

Personal Typing World Politics 


Adult Basic Education 


Adult basic education programs are designed for adults who 
did not go to school, or who dropped out before completing the 
eighth grade. 

Classes are offered on the 0-4 level and on the 5-8 level. Ap- 
proximately 150 class hours (or six months) are required to 
complete each level. 


Adult High School Diploma Program 

The adult high school equivalency program is a cooperative 
program between local school administrative units and the 
Caldwell Technical Institute to provide the necessary instruction 
which will enable the adult student to take the examination for 
the Caldwell County Board of Education’s Adult High School 
Diploma. 

The curriculum includes classes in English, mathematics, 
science, and social studies. 


Others 

Cultural events of various kinds will be sponsored by Caldwell 
Technical Institute each year. These will be announced well in 
advance, open to the public, and generally free of charge. Certain 
types of events may, however, require charging a nominal ad- 
mission fee. 


ADMISSIONS 


Admission Requirements 
The Caldwell Technical Institute is a co-educational institution 
open to any individual meeting the admission requirements for 
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the particular course or area in which he wishes to enroll. These 
requirements vary with the areas of study offered by the Insti- 
tute. 

All applicants for the technical curriculum must be high school 
graduates, or be eighteen years of age or older and possess a high 
school equivalency certificate. The applicant must have satis- 
factorily completed at least two years of high school mathe- 
matics, preferably one year of algebra and one year of geometry. 
Physics and chemistry are also desirable courses for the techni- 
cal program applicant to have completed. 

Applicants for the vocational curriculum programs should 
also be high school graduates or equivalent; however, an appli- 
cant may be accepted in a vocational curriculum who possesses 
maturity, mental growth, attitudes, aptitudes, and interests 
necessary for success in the particular curriculum for which he 
is applying. 


ADMISSION PROCEDURES 


(For One and Two-Year Programs) 


1. Secure application form and make application for admis- 
sion. Application forms may be secured from your local guidance 
counselor or by writing the Caldwell Technical Institute, Box 
600, Lenoir, North Carolina, or by calling telephone number 
728-4323 in Lenoir or 396-3311 in Granite Falls. The application 
for admission should be very carefully and accurately completed 
and submitted to the Institute as early as possible to assure 
a place in the curriculum desired. Enrollment limits are set for 
almost all curriculum offerings. 


2. Tuition Deposit (Required) 

All applications submitted for the regular curriculum courses 
which begin after January 1, 1968, must be accompanied by 
a $5.00 non-refundable deposit which will be applied to the tuition 
of the particular quarter the student is seeking enrollment. 


3. Submit a transcript of high school records and of any 
post-high school work taken. These may be submitted at any 
time during the senior year in high school (if the applicant is 
still attending high school). An applicant meeting all other re- 
quirements will be given provisional acceptance pending receipt 
of his final grades from high school. 


4. Complete the General Aptitude Test Battery given by the 
North Carolina Employment Security Commission. These tests 
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are a requirement of admission to any institution under the 
North Carolina Department of Community Colleges. There is an 
Employment Security Commission Office in Lenoir where these 
tests may be taken. 


5. Arrange for an interview with the Director of Student 
Personnel or other representative of the Caldwell Technical Insti- 
tute. The interview is a requirement for completing the appli- 
cation process. The applicant may arrange for the interview 
through his guidance counselor, or by call-in the Director of 
Student Personnel at 728-4323 in Lenoir or 396-3311 in Granite 
Falls. The interview may be arranged in the local school or in 
the temporary facilities of Caldwell Technical Institute. 


6. A part-time student registering for one, two or three 
courses in a curriculum will not be required to take the GATB; 
however, should he decide to work toward the Degree or the 
Diploma, he must submit test scores, transcript and completed 
application before he registers for the fourth course in his 
curriculum. 


Admission With Advanced Standing 


Students may be admitted with advanced standing by trans- 
fer from other technical institutes, colleges or universities. 
Credits transferred from another institution must be of “C” 
grade quality or higher, and parallel closely those offered by 
the Caldwell Technical Institute for the program in which the 
applicant desires advanced standing. 

An official transcript must be submitted at least two weeks 
prior to registration day in order for advanced standing to be 
allowed. 

Certain students may for reason of work experience or special 
high school preparation be allowed to take certain advanced 
courses instead of beginning at a lower level. These cases will 
be determined individually, and usually on the basis of a pro- 
ficiency exam. Examples of this might be the applicant with 
typing and shorthand credits from high school. Elective courses 
will be chosen by the student to equal the number of credit 
hours omitted. 


EXPENSES 


(For one and two-year programs) 
Tuition Deposit (Required) 


A student who wishes to be considered for admission to the 
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Institute will obtain from the Student Personnel Office an 
application blank. All application forms are to be accompanied by 
a Tuition Deposit of $5.00 which is not refundable but will be 
deducted from the Tuition fee. This will become effective for 
September, 1968, applications. 


Tuition 

Full-time students will pay tuition of $32.00 per quarter. 
This will be due on the registration date for each quarter. 
Part-time students will pay tuition fees of $2.50 for each credit 
hour of work taken. Students whose legal residence is out- 
side of the State of North Carolina will pay registration and 
tuition fees the same as residents. 


Books and Supplies 


A student is required to buy the necessary textbooks and sup- 
plies prescribed in the curriculum area he is entering. These vary 
widely according to curriculum. 


Other Fees 


All students are urged to carry the group insurance available 
at the Institute for $2.50 per year. 

Students in the Cosmetology curriculum may be required to 
purchase their uniforms. 

An activity fee of $3.00 per quarter will be charged all stu- 
dents registered for full time curriculum programs. 

Students may purchase year books if they desire. 

A nominal fee is charged for a cap and gown at graduation. 


Refunds 


Tuition refunds for full-time students are made only when a 
student withdraws from the Technical Institute for unavoidable 
reasons. In such cases, $20.00 may be refunded if withdrawal is 
completed within 10 calendar days from the beginning of the 
quarter. No refunds can be made after this time. 


ACADEMIC STANDING 


Grading System 


Official grades are issued for each student at the end of each 
quarter. Students who lack passing averages at mid-quarter will 
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be notified of this fact and should schedule a conference with 
the instructor and/or Director of Student Personnel. 

Students enrolled in curriculum program courses will be graded 
by the letter-grade system shown below, and assigned a grade 
point equivalent in quality points for each quarter scheduled. 


Numerical 
Grade Grade Grade Point Equivalent 
93-100 A—Excellent 4 quality points each quarter hour 
85- 92 B—Good 3 quality points each quarter hour 
7T7- 84 C—Average 2 quality points each quarter hour 


70- 76 D—Relow Average 1 quality point each quarter hour 
Below 70 F—Unsatisfactory 0 quality points each quarter hour 


Inc.—Indicates failure to complete certain course re- 
quirements because of extenuating circum- 
stances. All incompletes must be removed be- 
fore the end of the succeeding term or the grade 
becomes an automatic “F”’. 

WP—Student dropped the course, but had a passing 
grade average at the point of withdrawal. 
WF—Student dropped the course, and had a failing 
grade average at the point of withdrawal. 


Courses Repeated for Credit 


When a course is repeated, the second grade is recorded 
as the final grade for the course and all grades are counted in 
determining the student’s grade point average. 


Auditing 


A student who audits a course, pays the regular registration 
and tuition fees. Auditors do not take tests, examinations, or 
receive grades or credit. 


Withdrawals 


Students who withdraw from the Institute during any quarter 
must first consult with the Director of Student Personnel. This 
protects the student’s scholastic record, his right to re-enroll, 
and his right to transfer to another technical institute. 

A student may withdraw from any course prior to taking the 
final examination and receive a W.F. or W.P. with no bearing 
on his G.P.A. There is no limit to the number of times a student 
may withdraw from a particular course. 
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Schedule Changes 


Change of schedule after registration has been completed 
will be made only with permission of the Director of Student 
Personnel. 


Academic Probation 


Students failing to maintain a 2.0 overall grade point equiva- 
lent average will be considered on academic probation, and may 
be required to modify his regular course load. A student may be 
asked to withdraw from a regular curriculum program if his 
grade point average drops below 1.0. 


Requirements for Graduation 


A student is eligible for graduation when he has fulfilled the 
following requirements: 


1. He has satisfactorily completed all the requirements of the 
curriculum in which he is enrolled. 


2. He has sufficient quality points for an overall average of 
2.0: 


3. He has taken care of all financial obligations to the Cald- 
well Technical Institute. 


Honors 


A graduating student who has earned an overall quality point 
average of 3.0 or better during his work at the Caldwell Techni- 
cal Institute will receive his diploma or degree ‘‘With Honors.”’. 


Contact Hours 


The contract hours shown in the catalog are minimal. It 
is a policy of this institution to permit students to enroll in ad- 
ditional subjects and laboratory work beyond those shown in 
the catalog in order to broaden their training. 

When in any quarter the total weekly contact hours listed are 
fewer than twenty-five hours in a_ technical curriculum and 
fewer than thirty hours in a vocational trade curriculum, a 
student may enroll on request and with the approval of the 
Director of Student Personnel for additional instructional hours 
to make up twenty-five hours per week in a technical curriculum 
or sufficient hours of attendance to make up thirty hours per 
week in a vocational trade curriculum. 
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STUDENT PERSONNEL ACTIVITIES AND SERVICES 


Counseling 


Opportunity for counseling services is made available to every 
student enrolled in the Caldwell Technical Institute. Counseling 
services are available for the discussion of personal problems 
affecting the satisfactory progress of the student in his chosen 
curriculum, for the discussion of his educational progress and 
for the discussion of work or study habits. 

Each students is also assigned a faculty advisor to whom he 
may go for help. 


FINANCIAL AID PROGRAM 


Scholarships 


A limited number of scholarships are available at present; 
however, more scholarships are expected in the near future. 
Students desiring such aid should make this known when filing 
an admission application. After initial payment and upon evi- 
dence of satisfactory performance by the recipient, the scholar- 
ship is payable in amounts prorated to each quarter of the 
school year. Scholarships available as of the printing of this 
publication are: 


Claude F. Seila Scholarship 


Awarded each year to one student taking a full time curricu- 
lum. This scholarship, given by the Lenoir Woman’s Club, will 
award $175.00 to the recipient. 


Anna Hasburg Mills 
Memorial Nursing Scholarship 


Awarded each year to one student taking the Practical Nurs- 
ing curriculum. This is a full scholarship covering all tuition, 
fees, and textbooks in the program. This $1,000.00 memorial 
scholarship fund was given by Mrs. Grace Mills Love. 


Lenoir Kiwanis Club Scholarship 


Awards granted to students in the form of tuition grants, 
according to need on a quarterly basis. This $800.00 scholarship 
fund was established by the Lenoir Kiwanis Club on December 
27, 1966. 
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Half Century Home Demonstration Club Scholarship 
A $150.000 scholarship to be awarded to any deserving student. 


Short Term Loans 


A revolving loan fund was established in 1966 by Caldwell 
Technical Institute for the benefit of students who, at the time 
of registration, do not have all the necessary money to pay 
tuition, fees, and purchase books and supplies. Students who indi- 
cate they lack sufficient funds and can assert that this is a 
temporary condition may borrow up to $50.00. No interest is 
charged on these loans. 


Long Term Loans 


North Carolina Funds for Vocational and Technical Students— 
The Caldwell Technical Institute is participating in the student 
loan program established by the State Board of Education mak- 
ing financial assistance available to those students enrolled full 
time in a vocational or technical education program. Qualified 
students may borrow up to $300.00 in any year. Three and one- 
half per cent interest per year is charged on the unpaid balance 
beginning one year after the borrower ceases to pursue a full- 
time course of study at Caldwell Technical Institute. The total 
loan must be repaid in five years. Students may make application 
through the Director of Student Personnel. 

Funds to support this loan program are limited, but the Insti- 
tute is hopeful that additional monies will be contributed by 
other organizations for this worthwhile purpose. 

The National Student Loan Fund Act makes provisions for 
students to borrow up to $1,000 in any one year. Three per cent 
interest per year is charged on the unpaid balance beginning 
one year after the borrower ceases to pursue a course of study at 
an institution of higher learning. The total loan must be repaid 
in ten years. Students may make application through the fi- 
nancial aid counselor in the Student Personnel Office. 


Part-Time Work Scholarships 


“Work-while-you-learn” jobs (work-study program) pay stu- 
dents a basic rate of $1.25 an hour but can go up for highly 
specialized work. The average earnings per year is $500. 

Students may work up to 15 hours a week while attending an 
institution full time, and during the summer they may work full 
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time on a 40-hour week basis. Work may be either for the insti- 
tute or for an approved off-campus non-profit agency. 


STUDENT INSURANCE 


Accident Insurance 


For the protection of students an accident insurance policy 
is available on a voluntary basis for women and men. The policy 
provides coverage for twelve months on campus or off campus. 
All students are encouraged to purchase the protection. 


Placement Services 


A placement services will be provided for graduates of the 
Caldwell Technical Institute. Personal-data sheets on each stu- 
dent will be prepared for prospective employers. Interviews will 
be arranged as opportunities arise. 


Student Housing 


No dormitory facilities are available at Caldwell Technical 
Institute; however, the Institute staff will assist in locating suit- 
able housing for those requesting assistance. 


Veterans 


Qualified veterans who are admitted for instruction may be 
approved upon presentation of the Certificate of Eligibility 
issued by the Veterans Administration. Students will be accepted 
under Public Law 550 or Public Law 89-358. Veterans under 
the above mentioned laws are responsible directly to the school 
upon registration for payment of all costs. Veterans will further 
be responsible for furnishing the Director of Student Personnel 
with a monthly attendance report. No reimbursement cards can 
be authorized by the school until such reports are on file. 


Refunds for Veterans 


The following refund policy will be applicable to persons en- 
rolled under provision of Title 38, U.S. Code, as amended: 

The institution has and maintains the following policy for 
the refund of the unused portion of tuition, fees, and other 
charges in the event the person fails to enter the course or 
withdraws or is discontinued therefrom at any time prior to 
completion: 


25 


The amount charged to the persons for tuition, fees, and other 
charges for a portion of the course will not exceed the approxi- 
mate pro rata portion of the tuition, fees, and other charges 
that the length of the completed portion of the course bears to its 
total length. 


Draft Deferment 


Draft Deferment forms are mailed to local Selective Service 
Boards upon request after registration. 


Books and Supplies 


Students are responsible for securing their own textbooks and 
other supplies which may be required. Since these items may be 
used on the first day of classes, they should be purchased on the 
day of registration. The Institute bookstore is kept open extra 
hours during registration. 


Library Facilities 


The library is in the process of collecting over 7,000 books and 
catalogued pamphlets and receives over 75 periodicals. New 
titles are being added continually. The open-shelf system is used; 
students are encouraged to browse and use the reading room as 
a quiet place to study. 


Studio, Laboratory, and Shop Equipment 


Ample opportunity for students to make practical application 
of their classroom work is an inherent part of many programs 
offered at the Institute. Within the framework of regulations, 
which are always necessary when expensive equipment is in- 
volved, students have some of the best equipment available for 
their use. 


Attendance Policy 


Students are expected to attend every meeting of every 
course in which they are enrolled. As all students are adults, 
some with many responsibilities, an occasional absence from 
class might be absolutely necessary; however, such absences 
in no way lessen the student’s responsibility for meeting the 
requirements of the class. 

In case of prolonged illness, a student should present a doctor’s 
certificate for any absences beyond the third day (or from the 
beginning if a teacher requests it) if he wishes such absences 
to be excused. 
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Absences incurred by night students will be handled at the 
discretion of the teacher. 

Because of certain state regulations concerning attendance in 
cosmetology and in practical nursing, instructors in these de- 
partments will set their own policies. 

According to institute regulations, “A student must be dropped 
from the roll not later than the fifth consecutive unexcused 
absence, or earlier if notified by the proper institutional official.” 


Student Conduct 

Institute students are considered to be mature individuals. 
Their conduct, both in and out of school, is expected to be that of 
any respectable adult in a public place. Under these circum- 
stances, it is expected that the students will at all times consider 
they are living in a democratic sitution, and that the reputation 
of the institution rests on their shoulders. Common courtesy and 
cooperation make the above suffice for a long list of rules and 
penalties. 


Fundamentals Learning Laboratory 

The purposes of the Fundamental Learning Laboratory are 
threefold: to provide necessary materials and facilities to help 
adults prepare for the high school equivalency examination, to 
help students and adults gain educational improvement of their 
own choosing, and to help students remedy academic deficiencies. 

The only necessary materials an applicant need furnish are 
pencil and paper, and the only requirement is that he be at least 
eighteen years old. The following subjects are available in pro- 
grammed form: 

The lab schedule will be announced at the beginning of the 
school term. 


SUBJECTS SUBJECTS 
Reading and Language Mathematics 
Reading instruction at all levels Arithmetic 
Practice, and drill in individual Addition 
reading skills Subtraction 
Vocabulary development Multiplication 
Spelling Division 
Punctuation Fractions 
Grammar Decimals 
Composition Per Cents 
Business letter writing Square Root 
Social Studies Probability 
United States History Algebra 
United States Geography Geometry 
The Constitution Trigonometry 
The Bill of Rights Sciences 


How a Bill Becomes a Law 


General Science 
Biology 

Physics 
Chemistry 
Vectors 
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PROPOSED PROGRAM FOR 
ASSOCIATE IN GENERAL EDUCATION 
DEGREE 


Thomas Jefferson stated: “If a nation expects to be ignorant 
and free, in a state of civilization, it expects what never was and 
never will be.” Since Jefferson’s time our civilization has become 
increasingly democratic and complex. Knowlege in the broad 
fields of literature, the arts, philosophy, history and science 
has also expanded. Citizens in all walks of life must become 
increasingly aware not only of the complex workings and inter- 
relationships of our institutions but also of our cultural heritage 
and history. 

As our industrial and societal needs have developed, the re- 
quirements in the various professions have forced the education 
of such persons to be drawn out over a longer period of time. 
Technical advances also have demanded more intensive training 
in this complex area of knowledge and skills. A large number 
of citizens, however, fall clearly into neither professional nor 
technical categories. These people constitute the majority of 
citizens whose occupational activities and interests demand a 
high degree of literacy and some special training but whose edu- 
cational goals are neither professional nor highly technical. They 
are the managers of small independent businesses; the depart- 
ment managers of larger concerns; some employees of local, 
state and federal government; the housewives desiring to keep 
abreast of their husbands’ expanding knowledge and interests; 
young women in general; and those of all ages who have a thirst 
for a wider and deeper insight into life and the workings of our 
society. 

The program being considered by Caldwell Technical Institute 
is designed for the student who is interested in a broad two-year 
program of college-level general education. This program pro- 
vides a basic core of course work in the following areas: 


English and Literature 18 quarter hours 
Fine Arts and Philosophy 15 quarter hours 
Social Science 9 quarter hours 
Science and Mathematics 17 quarter hours 


This introduction into the broad fields of knowledge permits 
the student to find himself and clarify his life goals. With this 
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background he is able to intelligently choose additional course 
work in terms of his own interests and social needs. The pro- 
gram provides a wide choice of electives and permits the student 
to explore areas of interest uninhibited by specific professional 
or technical requirements. Beyond the basic general education, 
the student’s program is flexible to the impulse and variety of 
human needs. He may explore courses in furniture construction, 
interior design, great books, marriage and the family, economics, 
American government, foreign languages, or something in arts 
and crafts. 

The program is principally designed for students wanting 
only two years of higher education; however, many of the re- 
quired and elective courses in the program are the equivalent of 
regular freshman and sophomore work. 

When the student has completed basic general education re- 
quirements and accumulated additional satisfactory work to a 
total of 96 quarter hours, he will be granted an Associate in 
General Education Degree. 


ASSOCIATE IN GENERAL EDUCATION DEGREE 
Curriculum By Quarters 
FRESHMAN YEAR 


FIRST QUARTER 
Quarter Hours 


Course Title Class Hours Credit 
English 101 College English 3 3 
History 101 World Civilization 3 3 
Science 101 Physical Science 3 3 
Music 101 Music Appreciation 3 3 
Elective 4 4 
16 16 


SECOND QUARTER 
Quarter Hours 


Course Title Class Hours Credit 
English 102 College English . 3 
History 102 World Civilization 3 3 
Math 101 Modern Math 3 3 
Art 101 Art Appreciation 3 3 
Elective 4 4 
16 16 


THIRD QUARTER 
Quarter Hours 


Course Title Class Hours Credit 
English 103 English Masterpieces 3 3 
History 103 World Civilization | 3 3 
Math 102 Introduction to Logic 3 3 
Psychology 101 Introduction to Psychology 3 3 
Elective 4 4 
16 16 
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SOPHOMORE YEAR 


FOURTH QUARTER 
Quarter Hours 


Course Title Class Hours Credit 
English 201 English Masterpieces 3 3 
Biology 201 General Zoology 4 4 
Electives (3) 9 9 
16 16 


FIFTH QUARTER 
Quarter Hours 


Course Title Class Hours Credit 
English 202 English Masterpieces 3 3 
Biology 202 General Botany 4 4 
Philosophy 202 Introduction to Philosophy 3 3 
Electives (2) 6 6 
16 16 

SIXTH QUARTER 
Quarter Hours 

Course Title Class Hours Credit 
English 203 Creative Writing 3 3 
Philosophy 208 Contemporary Issues 3) 3 
Electives (3) 10 10 
16 16 


CURRICULUM INCLUDES 59 QUARTER HOURS OF GENERAL EDU- 
CATION COURSES AND 37 HOURS OF ELECTIVE COURSES. 


GENERAL EDUCATION DEGREE COURSE DESCRIPTIONS 


ENG 101 English 3 hours 
A brief history of the English language and review of grammar with 
particular emphasis on composition and expository writing. 


ENG 102 English 3 hours 
A continuation of ENG 101 with special emphasis on reading, expository 
writing and speaking, with an introduction to poetry and the short story. 


ENG 103 English Masterpieces in the Social Sciences 3 hours 

A continuation of ENG 101 and ENG 102 introducing the novel and with 
increased emphasis on writing and speaking on topics related to con- 
temporary social problems. (Co-requisite with HIS 103) 


ENG 201 English Masterpieces in the Natural Sciences 3 hours 

A continuation, introducing the essay and with emphasis on writing and 
speaking on topics related to man in his biological and physical environ- 
ment. (Co-requisite with BIO 201) 


ENG 202 English Masterpieces in the Humanities 3 hours 

A continuation, drawing from all literary forms with emphasis on ex- 
pository writing and speaking, on man and philosophy. (Co-rerequisite 
with PHI 202) 
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ENG 203 Creative Writing 3 hours 
Creative writing laboratory. Emphasis on imaginative writing with some 
attention to essays, short stories, and poetry. 


NSC 101 Physical Science 3 hours 

A study of facts, principles, theories and basic concepts from the areas 
of astronomy, geology and climatology. Special emphasis will be given 
to evaluation of landscapes, effects of glaciers, streams, wind, weather, 
and the geological timetable. 


MTH 101 Modern Mathematics 3 hours 

An introduction to mathematical concepts necessary for effective citizen- 
ship. The course includes sets, the development of number systems, an 
introduction to probability, algebra and statistics. 


MTH 102 Introduction to Logic 3 hours 

Emphasis on both inductive and deductive logic with particular attention 
to the bases of scientific evidence, probability theory, hypothetical and 
categorical syllogisms, causation and common fallacies. 


BIO 201 General Zoology 4 hours 

A comprehensive study of the animal kingdom, with special emphasis 
on the morphology, anatomy, physiology, genetics and ecological relation- 
ships. (Co-requisite with ENG 201) 


BIO 202 General Botany 4 hours 
A comprehensive study of the plant kingdom with special emphasis on 
morphology, anatomy, physiology, taxonomy and ecology. 


MUS 101 Music Appreciation 3 hours 

Designed to give a basic orientation to music with emphasis on simple 
form and analysis, instrumentation, aesthetics, masterpieces and other 
significant works are demonstrated. 


ART 101 Art Appreciation 3 hours 

An introduction to fundamental elements and principles of creative art 
expression emphasizing composition, design, shape, value, styles, and 
movements. 


PSY 101 Introduction to Psychology 3 hours 

Introductory survey of the field of psychology wherein the student 
becomes better acquainted with a human being as a _ biological-social 
organism. Topics covered include history of psychological development, 
the scientific method in psychology, theory of statistical concepts, intelli- 
gence, motivation, emotions and learning. 


PHI 202 Introduction to Philosophy ae ? 3 hours 
An introduction to philosophic world frames emphasizing viewpoint and 
value systems. (Co-requisite with ENG 202) 


PHI 203 Contemporary Issues ; : : 3 hours 
A culmintaing interdisciplinary course dealing with the basic economic, 
social, scientific and moral issues confronting human society. 


HIS 101 World Civilization __., 2 hours 
A survey of the cultural beginnings of Eastern and Western civilizations, 

dealing with migrations, cultural diffusion, and the development of govern- 

mental and ethical structures through the fall of the Roman Empire. 
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HIS 102 World Civilization 3 hours 

A continuation of HIS 101 from the Middle Ages, through the Renais- 
sance, the Voyages of Discovery, Colonization, the Reformation, and the 
Age of Enlightenment. 


HIS 103 World Civilization 3 hours 

A continuation beginning with the Industrial Revolution, the impact of 
industrial imperialism, the American and French Revolutions, the rise of 
political democracy and modern nationalism to the present. (Co-requisite 
with ENG 103) 
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Technical Programs 





TECHNICAL CURRICULA 


The two-year technical curricular program is designed to pre- 
pare enrollees for technician-level occupations. More emphasis 
is given to theory than in vocational courses. Also, roughly one- 
half of the course requirements are in general education and 
the sciences underlying the particular occupational area. 


ADMISSION REQUIREMENTS 
TECHNICAL PROGRAM 


MINIMUM ADMISSION REQUIREMENTS 


Requirements for admission of a candidate to the regular two- 
year technology program include the following qualifications. 


The candidate: 


i 


2. 
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Must be a high school graduate or have a State approved 
equivalent education. 


Must have high school credit for two units of mathematics, 
one of which is in algebra and the other in plane geometry 
or an equivalent in modern mathematics. Competence 
may be determined by appropriate tests. Those who fail 
to meet the accepted standards for technical mathematics 
will be required to complete successfully a prerequisite 
mathematics course to remove the deficiency. A student 
with deficiences may be admitted only when there is strong 
indication of probable success. 


Should have completed one unit of physical science with 
laboratory. 


Must submit the transcripts of high school and post-high 
school education. 


Must demonstrate aptitude for technician training as de- 
termined by standard tests. These tests will aid in student 
selection, placement, and guidance. Institution guidance 
and counseling will be available to the student throughout 
his education, not just at the time of his enrollment. 


6. Must be in acceptable condition of physical and mental 
health. Medical examination may be required at the dis- 
cretion of the administration. 


7. Must have an interview with a designated representative 
for discussing enrollment plans and lifetime career goals. 


CONTACT HOURS AND CREDIT HOURS 


These curriculums are to be offered on the basis of an average 
load of twenty-five contact hours per five-day week, eleven weeks 
per quarter for six quarters. Students enrolled in a part-time 
program will be scheduled, based on class needs, to accomplish 
this average load, but over a longer period of time. 

Quarterly credit hours are awarded to students on the follow- 
ing arrangement: 

Credit of one quarter hour for each hour of class work per 
week for eleven weeks. The average hour of class will re- 
quire two hours of assigned homework for the average 
student. 

Credit of one quarter hour for each two hours of laboratory 
work per week for eleven weeks. One hour of assigned 
homework will accompany an average laboratory period of 
two hours. 

Credit of one quarter hour for each three hours of manipu- 
lative laboratory for eleven weeks. No outside work will 
ordinarily be assigned to accompany this shop period. 
Manipulative laboratories will be indicated by an asterisk. 

The following definitions will explain the foregoing terms: 
“Class work” is lecture and other classroom instruction. 

“Laboratory” involves demonstration by instructor, experi- 
mentation and practice by students. 

‘Manipulative laboratory” involves development of manual 
skills and job proficiency. 


ADMISSION REQUIREMENTS 
BUSINESS TECHNOLOGY PROGRAMS 
MINIMUM ADMISSION REQUIREMENTS 


Requirements for admission of a candidate to the regular 
two year Associate of Applied Science Degree program include 
the following qualifications. The candidate: 


1. Must be a high school graduate or have a State approved 
equivalent education. 
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2. Must submit the transcript of high school and post-high 
school education. 

3. Must demonstrate aptitude for business training as de- 
termined by standardized tests. These tests will aid in 
student selection, placement, and guidance. Institution 
guidance and counseling will be available to the student 
throughout his education, not just at the time of his en- 
rollment. 


4. Must be in acceptable condition of physical and mental 
health. Medica] examination may be required at the dis- 
cretion of the administration. 

5. Must have an interview with a designated representative 
for discussing enrollment plans and limetime career goals. 


ELECTIVES 


These programs have provisions for electives. Students with 
skills in typing and shorthand may be exempted from taking 
T-BUS 102 Typewriting, T-BUS 103 Typewriting, and T-BUS 
106 Shorthand. In this case the student is to elect a course 
of equivalent or more hours from any business education cur- 
riculum of the associate degree level. 


BUSINESS ADMINISTRATION 


INTRODUCTION 
PURPOSE OF CURRICULUM 


In North Carolina the opportunities in business are increasing. 
With the increasing population and industrial development in this 
State, business has become more competitive and automated. 
Better opportunities in business will be filled by students with 
specialized education beyond the high school level. The Business 
Administration Curriculum is designed to prepare the student 
for employment in one of many occupations common to business. 
Training is aimed at preparing the student in many phases of 
administrative work that might be encountered in the average 
business. 

The specific objectives of the Business Administration Curricu- 
lum are to develop the following competencies: 

1. Understanding of the principles of organization and man- 

agement in business operations. 

2. Understanding our economy through study and analysis of 

the role of production and marketing. 


38 


3. Knowledge in specific elements of accounting, finance, and 
business law. 

4. Understanding and skill in effective communication for 
business. 

5. Knowledge of human relations as they apply to successful 
business operations in a rapidly expanding economy. 


Job Description 


The graduate of the Business Administration Curriculum may 
enter a variety of career opportunities from beginning sales 
person or office clerk to manager trainee. The duties and re- 
sponsibilities of this graduate vary in different firms. These en- 
compassments might include: making up and filing reports, 
tabulating and posting data in various books, sending out bills, 
checking calculations, adjusting complaints, operating various 
office machines, and assisting managers in supervising. Positions 
are available in businesses such as advertising; banking; credit; 
finance; retailing; wholesaling; hotel, tourist, and travel in- 
dustry ; insurance; transportation; and communications. 


BUSINESS ADMINISTRATION 
Suggested Curriculum by Quarters 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-BUS 102 Typewriting (or Elective) 2 Be 3 
T-MAT 110 Business Mathematics 5 0 5 
T-BUS 101 Introduction to Business 5 0 5 
T-ECO 102 Economics 3 0 3 
18 3 19 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-BUS 120 Accounting 5 2 6 
T-ECO 104 Economics 3 0 3 
T-BUS 115 Business Law 3 0 3 
T-BUS 123 Business Finance 3 0 3 
ily 2 18 
THIRD QUARTER 
T-ENG 103 Report Writing 3 0 3 
T-BUS 124 Business Finance 3 0 3 
T-BUS 110 Office Machines 5 2 6 
T-BUS 121 Accounting 5 2 6 
T-BUS 116 Business Law 3 0 3 
16 4 18 


*“Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 
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Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
FOURTH QUARTER 
T-ENG 204 Oral Communication 3 0 3 
TeBWSR232 Introduction to Data 
T-EDP 104 Processing System 3 2 4 
Marketing 5 0 5 
T-BUS 239 Elective 3 0 3 
ily 2 18 
FIFTH QUARTER 
T-ENG 206 Business Communication 2 0 3 
Social Science Elective 3 0 3 
T-BUS 2438 Advertising 3 ye 4 
T-BUS 235 Business Management 3 0 3 
Elective 3° 0 3 
15 2, 16 
SIXTH QUARTER 
Social Science Elective 3 0 3 
T-BUS 229 Taxes 3 2 4 
T-BUS 272 Principles of Supervision 3 0 3 
T-BUS 271 Office Management 3 0 3 
Elective 6 0 6 
18 2 19 
Total Quarter Hours in Courses 96 
Electives (Min.) 12 
108 


DRAFTING & DESIGN—MECHANICAL 


PURPOSE OF CURRICULUM 


The curriculum guide was prepared for the purpose of outlin- 
ing a training program for students of mechanical drafting and 
design technology. There are certain identifiable duties which 
are common to all technicians of this general classification and 
which comprise the basic areas of technical knowledge they 
need. This curriculum has been designed for training persons 
in the accepted performance of these basic duties that will be 
assigned, and to enable the individual students to become pro- 
ficient in a short time after he becomes employed in the 
industry. 

Courses in general education have been included to give a 
student the assurance and understanding that come with edu- 
cation upon a broad base. The technician associates with many 
levels of thought and expression—administrative personnel, 
scientists, engineers, skilled workmen—and must be able to com- 
municate effectively with all levels. Courses containing essential 
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information from related subject areas, such as mathematics, 
physics, and mechanics have been included in order to provide 
the student a better academic base for his training. Emphasis is 
placed upon ability to think and plan, as well as drafting pro- 
cedures and techniques. 


JOB DESCRIPTION 


Mechanical drafting and design technicians are concerned with 
the preparation of drawings for design proposals, for experi- 
mental models and items for production use. 

These technicians perform many aspects of drafting in a 
specialized field, such as the developing of the drawing of a 
section, sub-assembly or major component. Investigating design 
factors and availability of material and equipment, production 
methods and facilities are frequent assignments. They assist in 
the design of units and controls from specifications by utilizing 
drawings of existing units and reports on functional performance. 
They may draw components in industrial fields based on engi- 
neers’ original design concepts or specific ideas. Also, they may 
be assigned as coordinators for the execution of related work 
of other design, production, tooling, material and planning 
groups. Technicians with experience in this classification may 
often supervise the preparation of working drawings. 

These technicians are employed in many types of manufactur- 
ing, fabrication, research development and service industries. 
Substantial numbers also are employed in communications, trans- 
portation, public utilities, consulting engineering firms, and fed- 
eral, state, and local governments. 


DRAFTING & DESIGN—MECHANICAL 


Suggested Curriculum by Quarters 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 


FIRST QUARTER 


T-ENG 101 Grammar 3 0 3 
T-MAT 101 Technical Mathematics 5 0 5 
T-PHY “101 Physics: Properties of Matter 3 2 4 
T-DFT 101 Technical Drafting 0 6* 2 
T-MEC 101 Machine Processes 0 6* 2 
11 14 16 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-MAT 102 Technical Mathematics 5 0 5 
T-PHY 102 Physics: Work, Energy, Power 3 2 4 
TeDPTs102 Technical Drafting 0 6 2 
T-MEC 102 Machine Processes 0 6 2 
11 14 16 
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Course Title 


THIRD QUARTER 


T-ENG 103 
T-MAT 103 
T-PHY 103 
T-PHY 106 
T-DFT 103 


Report Writing 
Technical Mathematics 
Physics: Electricity 
Applied Mechanics 
Technical Drafting 


FOURTH QUARTER 


T-ENG 204 
T-DFT 201 
T-DFT 204 
T-MEC 205 
T-MEC 210 


Oral Communication 
Technical Drafting 
Descriptive Geometry 
Strength of Materials 
Physical Metallurgy 


FIFTH QUARTER 


T-DFT 205 
T-DFT 211 
T-MEC 211 


Social Science Elective 
Desgin Drafting I 
Mechanisms 

Physical Metallurgy 
Elective 


SIXTH QUARTER 


T-DFT 206 
T-MEC 235 


Social Science Elective 


Design Drafting II 


Hydraulics & Pneumatics 


Elective 
Elective 


Hours Per Week 


Class 
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Total Quarter Hours in Courses 
Minimum Electives 


Total 
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* “Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 


PURPOSE OF CURRICULUM 


The processing of data by electronic equipment has created 
vast changes in business and industry. Nowhere are these 
changes more apparent than in the occupations associated with 
the handling of business information. Much of the routine and 
time-consuming work of obtaining, compiling and reporting the 
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ELECTRONIC DATA PROCESSING 
TECHNOLOGY—BUSINESS 


information necessary for a business to operate can now be 
adapted to machine processing. 

This curriculum is designed to give the student (1) an under- 
standing of the principles of business operation, (2) experience 
with techniques and handling business data, and (8) functional 
competence in the application of data processing systems, and 
experience in computer programming of business records and 
accounts, inventory, sales, and income and expenditures es- 
sential to business and to management decisions. 

Emphasis is upon business data processing and use of ma- 
chines in solving business problems. 


JOB DESCRIPTION 

The business data processing specialist applies currently avail- 
able programming techniques to a defined problem with mini- 
mum supervision. He analyzes and defines systems requirements 
to develop a program for electronic data processing; conducts 
detailed analyses of systems requirements, and develops all 
levels of block diagrams and logical flow charts. Translates pro- 
gram details into coded instructions; establishes test data; 
tests, refines, and revises program and documents the pro- 
cedures. Ascertains if other combinations of instructions would 
achieve greater flexibility, better machine utilization, or more 
dependable results. He may prepare a complete set of operating 
instructions for use by a console operator; on occasion, operates 
the console in processing program. 


ELECTRONIC DATA PROCESSING CURRICULUM 


Suggested Curriculum by Quarters 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 


FIRST QUARTER 


T-ENG 101 Grammar 

T-MAT 101 Technical Mathematics 

T-MAT 121 Numbering System and 
Boolean Algebra 

T-EDP 101 Functional Wiring Principles 

T-EDP 104 Introduction to Data 
Processing Systems 


SECOND QUARTER 


T-ENG 102 Composition 

T-MAT 102 Technical Mathematics 
T-EDP 106 Business Programming _ 
T-EDP 102 Functional Wiring Principles 
T-BUS 120 Accounting 
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Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
THIRD QUARTER 

T-ENG 103 Report Writing 3 0 3 
T-EDP 108 Scientific Programming 2 4 4 
T-BUS 115 Business Law 3 0 Ss 
T-BUS 235 Business Management 3 0 3 
T-MAT 214 Statistics 5 0 5 
16 4 18 


EXECUTIVE SECRETARY 


PURPOSE OF CURRICULUM 


The demand for better qualified secretaries in our ever- 
expanding business world is becoming more acute. The purpose 
of this curriculum is to outline a training program that will 
provide training in the accepted procedures required by the busi- 
ness world, and to enable persons to become proficient soon after 
accepting employment in the business office. 

The Executive Secretary Curriculum is designed to offer the 
students the necessary secretarial skills in typing, dictation, 
transcription, and terminology for employment in the business 
world. The special training in secretarial subjects is supple- 
mental by related courses in mathematics, accounting, business 
law, and personality development. 


JOB DESCRIPTION 


The graduate of the Executive Secretary Curriculum should 
have a knowledge of business terminology, skill in dictation, 
and accurate transcription of business letters and reports. The 
graduate may be employed as a stenographer or a secretary. 
Stenographers are primarily responsible for taking dictation 
and transcribing letters, memoranda, or reports. The secretary, 
in addition to taking dictation and transcribing, is given more 
responsibility in connection with meetng office callers, screening 
telephone calls, and being an assistant to an executive. She may 
enter a secretarial position in a variety of offices in businesses 
such as insurance companies, banks, marketing institutions, and 
financial firms. 
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SECRETARY - EXECUTIVE 


Suggested Curriculum by Quarters 


Course Title 


FIRST QUARTER 


T-ENG 101 
T-BUS 102 
T-MAT 110 
T-BUS 101 
T-BUS 106 


Grammar 

Typewriting (Or Elective) 
Business Mathematics 
Introduction to Business 
Shorthand (Or Elective) 


SECOND QUARTER 


T-ENG 102 
T-BUS 103 
T-BUS 107 
T-BUS 120 
T-BUS 115 


Composition 

Typewriting (Or Elective) 
Shorthand 

Accounting 

Business Law 


THIRD QUARTER 


T-ENG 103 
T-BUS 104 
T-BUS 108 
T-BUS 110 
T-BUS 112 


Report Writing 
Typewriting 
Shorthand 
Office Machines 
Filing 


FOURTH QUARTER 


T-ENG 204 
T-BUS 206E 


T-BUS 205 
T-BUS 211 
T-EDP 104 


Oral Communication 


Dictation and Transcription 


(Executive) 
Advanced Typewriting 
Office Machines 
Introduction to Data 

Processing Systems 


FIFTH QUARTER 


T-ENG 206 
T-BUS 207E 


T-BUS 214 





Business Communication 


Dictation and Transcription 


(Executive) 
Secretarial Procedures 
General Drafting Elective 
Elective 


Hours Per Week Quarter 


Class 
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Hours 
Lab. Credit 
0 3 
Aes 3 
0 5 
0 5 
2 4 
5 20 
0 3 
oe 3 
2 4 
2 6 
0 f) 
7 19 
0 3 
3* 3 
2 4 
2 3 
0 3 
tl 16 
0 3 
2 4 
3% 5 
2 3 
2 4 
9 17 
0 3 
Oy 4 
2 4 
0 3 
0 6 
4 20 


* “Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 
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Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
SIXTH QUARTER 
Social Science Elective 3 0 3 
T-BUS 208E Dictation and Transcription 
(Executive) 3 2 4 
T-BUS 271 Office Management 3 0 3 
Elective 6 0 6 
15 2 16 
Total Quarter Hours in Courses 96 
Electives (Min.) 12 
108 


LIBRARY TECHNICIAN 
PURPOSE OF CURRICULUM 


There is a growing need for men and women to assist the 
Librarian by assuming the many technical and clerical responsi- 
bilities which are essential to the operation of the modern 
library. People filling jobs of this nature may be called aides, 
assistants, or technicians. A Library Technician is a person 
working at the sub-professional level under a professional li- 
brarian who is trained to do many of the non-professional tasks 
which must be handled by the librarian without such assistance. 

This program is designed to prepare persons for technical 
work in libraries—public school, hospital, government, and in- 
dustry. The Curriculum provides a background of general edu- 
cation, coupled with certain basic library skills to prepare inter- 
ested students to enter library work above the minimum clerk 
status; and introduces the variety of library work into which 
a trained person may work, suiting abilities to the particular 
job. This enables the student to gain training in skills. at an 
undergraduate level, making possible entry into library work, 
without involving the long “in service” training now needed for 
clerks. 


JOB DESCRIPTION 


The graduate of the Library Technician curriculum may enter 
a variety of career opportunities. Graduates are qualified for 
general library duties, assisting in ordering, processing and 
cataloging materials; binding related pamphlets and periodicals; 
mending torn materials; and keeping the vertical file up-to-date. 
A Library Technician receives task assignments from, and is 
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directly responsible to, the professional librarian. These task 
assignments may include one or more of the following: compiles 
records; sorts and shelves books, issues and receives library 
materials; records identifying data and due date on cards by 
hand or using photographic equipment to issue books to patrons; 
inspects returned books for damage, verifies due-date, and com- 
putes and receives overdue fines; sorts books, publications, and 
other items according to classification code and returns them 
to shelves, files, or other designated storage area; files cards 
in catalog drawers according to system; repairs books; and types 
material cards or issue cards and duty schedules. 


LIBRARY TECHNICIAN 


Suggested Curriculum by Quarters 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 


FIRST QUARTER 


T-ENG 101 Grammar 3 0 3 
T-MAT 110 Business Mathematics 5 0 5 
T-BUS 102 Typewriting (Or Elective) 2 3* 3 
T-LIB 101 Introduction to Library Services 3 2 4 
T-PHY 105 Survey of Physical Science 3 0 3 
6 5 18 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-BUS 103 Typewriting 2 3* 3 
T-BUS 120 Accounting 5 2 6 
T-LIB 102 Book Selection Tools and 
Other Procedure 3 2 4 
T-PHY 106 Survey of Physical Science 3 0 3 
16 "f 19 
THIRD QUARTER 
T-ENG 103 Report Writing g 0 3 
T-BUS 104 Typewriting 2 ae 3 
T-BUS 110 Office Machines 2 2 3 
T-LIB 103 Libray Reference 3 2 4 
T-SSC 101 Western Civilization 8 0 3 
4h Elective 3 0 83 
16 7 19 
FOURTH QUARTER 
T-ENG 104 Oral Communication 3 0 3 
T-EDP 104 Introduction to Data Processing 3 2 4 
SPELL NSY AAT Introduction to Classification & 
Cataloging 3 2 4 
T-SSGe 101 Western Civilization 3 0 3 
T-SSC 201 Social Science 3 0 3 
15 4 ily 


* “Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 
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Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
FIFTH QUARTER 
T-SSC 202 Social Science 3 0 a 
T-LIB 202 Library Circulation Routines 3 0 3 
T-BUS 213 Office Practice 3 2 4 
T-ENG 201 American Literature 3 0 3 
T-LIB 203 Library Practice 0 6 3 
12 8 16 
SIXTH QUARTER 
T-AUDV 101 Audio Visual Materials 2 3 3 
T-LIB 204 Library Practice 0 6 3 
T-ENG 202 American Literature 3 0 3 
4h Electives 6 0 6 
11 9 15 
Structural Hours 95 
Electives 9 
— Total 104 


* Elective courses must be selected from the associate degree curriculum. 
Local institutions may add work experience to this curriculum. 


MANUFACTURING ENGINEERING TECHNOLOGY 
PURPOSE OF CURRICULUM 


A primary objective of this program is the training of 
personnel to assist the engineer or small industry in planning, 
tooling, operating, servicing, and supervising manufacturing 
operations. Practically every branch of manufag#ring and much 
research and design make use of the mechagit’l! principles pre- 
sented in this curriculum. With the ingySising importance of 
automated production, quality controle %nd production schedul- 
ing techniques, the position of theStechnician in this field has 
become of primary importance. is curriculum provides basic 
background of mechanical angW¥lated theory with specific skills 
in the use of manufacturingsthd testing equipment. The students 
are given experience ig, Sperating and servicing machines ac- 
companied by geneye’ education and management courses. 

N) 
oy 
JOB DESCRIPTION 


A graduate of this program may qualify for an entry position 
in one of several manufacturing functions. Methods analysis, 
production scheduling, quality control, materials testing, plant 
layout, time study, machine tooling, maintenance, equipment 
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and instrument work are typical of situations where the gradu- 
ate may be able to function with a minimum of on-the-job train- 
ing. 


MANUFACTURING ENGINEERING TECHNICIAN 


Suggested Curriculum by Quarters 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-MAT 101 Technical Mathematics 5 0 5 
T-PHY 101 Physics: Properties of Matter 3 2 4 
T-DFT 101 Technical Drafting 0 6* 2 
T-MEC 101 Machine Processes 0 6* 2 
11 14 16 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-MAT 102 Technical Mathematics 5 0 5 
T-PHY 102 Physics:Work, Energy, Power 3 2 4 
T-DFT 102 Technical Drafting 0 6* 2 
T-MEC 102 Machine Processes 0 6* 2 
11 14 16 
THIRD QUARTER 
T-ENG 103 Report Writing 3 0 3 
T-MAT 103 Technical Mathematics 5 0 5 
T-PHY 103 Physics: Electricity 3 2 4 
T-PHY 106 Applied Mechanics 5 0 5 
T-MEC 103 Machine Processes 0 6* Z 
16 8 19 
FOURTH QUARTER 
T-ENG 204 Oral Communication 3 0 3 
T-MEC 205 Strength of Materials 3 2 4 
T-MEC 210 Physical Metallurgy 3 3* 4 
T-MEC 213 Production Planning 3 as + 
T-MEC 201 Machine Processes 2 6* 4 
14 14 19 
FIFTH QUARTER 
Social Science Elective 3 0 3 
T-MEC 211 Physical Metallurgy 3 3* 4 
T-DFT 211 Mechanisms 3 2 4 
T-ISC 202 Quality Control 3 2 4 
Elective 4 
12 1 19 


* “Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 
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Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
SIXTH QUARTER 
Social Science Elective 3 0 3 
T-ISC 2038 Motion Study 3 Pe 4 
T-MEC 235 Hydraulics and Pneumatics 3 Bh 4 
Elective 4 
Elective 4 
9 5 19 
Total Quarter Hours in Courses 96 
Electives (Min.) 12 
Total 108 


MEDICAL SECRETARY 


PURPOSE OF CURRICULUM 


The demand for better-qualified medical secretaries in our 
ever-expanding medical profession is becoming more acute. The 
purpose of this curriculum is to outline a training program that 
will provide specialized training in the accepted procedures re- 
quired by the medical profession, and to enable persons to be- 
come proficient soon after accepting employment in the medical 
and health occupations. 

The Medical Secretary Curriculum is designed to offer the 
students the necessary secretarial skills in typing, dictation, 
transcription, and terminology for employment in the medical 
profession. The special training in secretarial subjects is supple- 
mented by related courses in mathematics, accounting, business 
law, and personality development. During the last quarter, the 
student engages in six hours of office application each week in a 
hospital or physician’s office. 


JOB DESCRIPTION 


The graduate of the Medical Secretary Curriculum should 
have a knowledge of medical terminology, skill in dictation, and 
accurate transcription of medical records, reports, and letters. 
The duties of a medical secretary may consist of: taking dictation 
and transcribing letters, memoranda and reports, meeting office 
callers and screening telephone calls, filing, and scheduling ap- 
pointments. The graduate may enter a secretarial position in a 
variety of offices such as physicians’, private and public hospitals, 
Federal and State health programs, and the drug and pharma- 
ceutical industry. 
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MEDICAL SECRETARY 


Suggested Curriculum by Quarters 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-BUS 102 Typewriting (Or Elective) 2 3” 3 
T-MAT 110 Business Mathematics 5 0 5 
T-BUS 101 Introduction to Business 5 0 5 
T-BUS 106 Shorthand (Or Elective) 3 2 4 
18 5 20 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-BUS 103 Typewriting (Or Elective) 2 3* 3 
T-BUS 107 Shorthand 3 2 4 
T-BUS 120 Accounting 5 2, 6 
T-BUS 115 Business Law 3 0 3 
16 a 19 
THIRD QUARTER 
T-ENG 103 Report Writing 3 0 3 
T-BUS 104 Typewriting 2 aie 3 
T-BUS 108 Shorthand 3 2 4 
T-BUS 110 Office Machines 2 2 3 
T-BUS 112 Filing 3 0 3 
T-BUS 183M Terminology and Vocabulary 
(Medical) 3 0 3 
16 7 19 
FOURTH QUARTER 
T-ENG 204 Oral Communication 3 0 3 
T-BUS 206M Dictation and Transcription 
(Medical) 3 2 4 
T-BUS 205 Advanced Typewriting 2 ate 3 
T-BUS 211 Office Machines Ye 2 3 
T-EDP 104 Introduction to Data 
Processing Systems 3 Pe 4 
T-BUS 284M Terminology and Vocabulary 
(Medical) 3 0 3 
16 9 20 
FIFTH QUARTER 
T-ENG 206 Business Communication 3 0 3 
T-BUS 207M Dictation and Transcription 
(Medical) 3 2 4 
T-BUS 214 Secretarial Procedures 3 2 4 
General Drafting Elective 3 0 3 
Elective 3 0 3 
15 4 17 


* “Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 
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Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
SIXTH QUARTER 
Social Science Elective 3 0 3 
T-BUS 208M Dictation and Transcription 
(Medical) 3 fe 4 
T-BUS 271 Office Management 3 0 3 
Elective 3 0 3 
We Pe 13 
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- Vocational Programs 





ADMISSION REQUIREMENTS 
VOCATIONAL PROGRAMS 


The following are minimum admission requirements to the 
regular one-year trade preparatory curriculums and vocational 
programs: 


MINIMUM ADMISSION REQUIREMENTS 


A candidate for admission to the regular trade-vocational 
training program must meet the following qualifications: 


al 


Must be at least 18 years of age and have the ability to 
enter into or make advancement in the area in which en- 
rolled. 


Must have satisfactory completed a minimum of eight (8) 
units of accredited secondary school work. Those who 
have not successfully completed eight (8) units of such 
work will be required to take other standard and/or local 
institution tests. 


Must demonstrate aptitude for trade-vocational training 
as determined by standard and/or local institution tests to 
insure ability to meet job requirements in the desired 
trade. 


Must have one (1) unit of secondary school algebra or an 
equivalent in modern mathematics. Those who have de- 
ficiencies will be required to remove the deficiency before 
completing their training. 
Provisional admittance may be granted at the discretion 
of the administration. 


. Must have a personal interview with designated school 


representative. 


Must be in acceptable condition of physical and mental 
health to meet qualifications for a given occupation. 


CONTACT HOURS AND CREDIT HOURS 


These curriculums are to be offered on the basis of an average 
load of twenty-five contact hours per five-day week, eleven weeks 


54 


per quarter, for four quarters. Students enrolled in a part-time 
program will be scheduled, based on class needs, to accomplish 
this average load, but over a longer period of time. 

Quarterly credit hours are awarded to students on the follow- 

ing arrangement: 

Credit of one quarter hour for each hour of class work per 
week for eleven weeks. The average hour of class will re- 

quire two hours of assigned homework, for an average 
student. 

Credit of one quarter hour for each two hours of laboratory 
work per week for eleven weeks. One hour of assigned home- 
work will accompany an average period of two hours. 

Credit of one quarter hour for each three hours of shop prac- 
tice for eleven weeks. No outside work will ordinarily be 
assigned to accompany this shop period. 

The following definitions will explain the foregoing terms: 

“Class work” is lecture and other classroom instruction. 

“Laboratory” involves demonstration by instructor, experi- 

mentation and practice by students. 

“Shop practice” involves development of manual skills and job 

proficiency. 


AUTOMOTIVE MECHANICS 


PURPOSE OF CURRICULUM 


This curriculum provides a training program for developing 
the basic knowledge and skills needed to inspect, diagnose, repair 
or adjust automotive vehicles. Manual skills are developed in 
practical shop work. Thorough understanding of the operating 
principles involved in the modern automobiles comes in class 
assignments, discussion, and shop practice. 

Complexity in automotive vehicles increases each year because 
of scientific discovery and new engineering. These changes are 
reflected not only in passenger vehicles, but also in trucks, buses, 
and a variety of gasoline-powered equipment. This curriculum 
provides a basis for the student to compare and adapt to new 
techniques for servicing and repair as vehicles are changed year 
by year. 


JOB DESCRIPTION 


Automobile mechanics maintain and repair mechanical, electri- 
cal, and body parts of passenger cars, trucks, and buses. In some 
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communities and rural areas, they also may service tractors or 
marine engines and other gasoline-powered equipment. Mechanics 
inspect and test to determine the causes of faulty operation. 
They repair or replace defective parts to restore vehicle or ma- 
chine to proper operating condition. They use shop manuals and 
other technical publications. 

Automotive mechanics in smaller shops usually are general 
mechanics qualified to perform a variety of repair jobs. A large 
number of automobile mechanics specialize in particular types 
of repair work. For example, some may specialize in repairing 
only power steering and power brakes, or automatic transmis- 
sions. Usually such specialists have an all-round knowledge of 
automotive repair and may occasionally be called upon to do 
other types of work. 


AUTOMOTIVE 
Suggested Curriculum by Quarters 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
FIRST QUARTER 
PME 1101 Internal Combustion Engine 3 12 7 
MAT 1101 Fundamentals of Mathematics 5 0 5 
ENG 1101 Reading Improvement 2 0 2 
PHY 1101 Applied Science 3 2 4 
13 14 18 
SECOND QUARTER 
PME 1102 Engine Electrical and Fuel 
Systems 5 12 9 
ENG 1102 Communication Skills 3 0 3 
DFT 1101 Schematics and Diagrams: 
Power Mechanics 0 3 1 
PHY 1102 Applied Science 3 2 4 
11 17 17 
THIRD QUARTER 
AUT 1123 Automotive Chassis and 
Suspensions Systems 3 9 6 
AUT 1121 Human Relations 3 3 4 
PSY 1101 Human Relations 3 0 3 
AHR 1101 Automotive Air Conditioning 2 3 3 
WLD 1101 Basic Gas Welding 0 3 1 
11 18 17 
FOURTH QUARTER 
AUT 1124 Automotive Power Train Systems 3 9 6 
AUT 1125 Automotive Servicing 3 9 6 
BUS 1103 Small Business Operations 3 0 3 
9 18 15 
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CARPENTRY 


PURPOSE OF CURRICULUM 


Carpentry is one of the basic trades in the construction field. 
Carpenters construct, erect, install, and repair structures of 
wood, plywood, and wallboard, using hand and power tools. The 
work must conform to local building codes for both residential 
and commercial structures. 

This curriculum in carpentry is designed to train the individual 
to enter the trade with a background in both shop skills and re- 
lated information. He must have a knowledge of mathematics, 
blueprint reading, methods of construction a thorough 
knowledge of building materials. 

The modern carpenter will work on a mainte- 
nance, and repair of many types o safhuctur ‘es, both residential 
and commercial. He should oe understanding of building 
materials, concrete form fuction, rough framing, roof and 
stair construction, the @plication of interior and exterior trim, 
and the installations? cabinets and fixtures. 

Most carpengers are employed by contractors in the building 
constructig¢® fields. When specializing in a particular phase of 
carpentry, the job is designated according to the specialty as 
layout carpenter, framing carpenter, concrete form carpenter, 
scaffolding carpenter, accoustical and insulating carpenter, and 
finish carpenter. 


JOB DESCRIPTION 


The carpenter constructs, erects, installs and repairs structures 
and fixtures of wood, plywood, wall board and other materiais, 
using carpenters hand tools and power tools to conform to local 
building codes. He is required to use blueprints, sketches or 
building plans for information pertaining to type of material, 
dimensions, layout and design of structure, and method of 
construction. 


CARPENTRY 
Suggested Curriculum by Quarters 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
FIRST QUARTER 
ENG 1101 Reading Improvement 2 0 2 
MAT 1101 Fundamentals of Mathematics 5 0 5 
DFT 1110 Blueprint Reading: Building 
Trades 0 3 1 
CAR 1101 Carpentry 3 15 8 
10 18 1 
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Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
SECOND QUARTER 
ENG 1102 Communication Skills 3 0 3 
MAT 1112 Building Trades Mathematics 3 0 3 
DFT 1111 Blueprint Reading & Sketching 0 3 1 
CAR 1102 Carpentry: Millwork and 
Cabinetmaking 3 15 8 
9 18 15 
THIRD QUARTER 
PSY 1101 Human Relations 3 0 3 
CAR 1113 Carpentry: Estimating 3 3 4 
CAR 1103 Carpentry: Framing 3 15 8 
9 18 15 
FOURTH QUARTER 
CAR 1114 Building Codes 3 0 3 
BUS 1103 Small Business Operations 3 0 3 
CAR 1104 Carpentry: Finishing 3 18 9 
9 18 15 
COSMETOLOGY 


PURPOSE OF CURRICULUM 


This course outline is planned to meet the requirements of the 
North Carolina Board of Cosmetics Arts. 

The first quarter of instruction consists of an introduction to 
Cosmetology including the fundamentals of ethics, history, 
theory, and practice. The class activities include practical lessons, 
lectures, demonstrations, student practice on wefts and manne- 
quins. 

The second quarter of instruction places more emphasis on 
manipulative skills. The acquisition of correct habits and skills 
is stressed. Practical work is done almost exclusively on patrons 
and models. 

Third quarter correlates theory with practice in the study of 
related subjects and developing more advanced artistic skills. 

In the fourth quarter the students are capable of doing work 
unassisted and are equipped for the state examination and out- 
side employment. Each student, prior to filing an application 
to the Cosmetic Arts Board for examination, is given a test 
both theoretical and practical. 

Cosmetologists may provide a variety of services for patrons 
or they may specialize in certain jobs. 
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JOB DESCRIPTION 


They cut hair according to patron’s instructions or according 
to original style (barber) ; Comb and wave patron’s hair (hair- 
dresser), occasionally suggesting or creating new and varied 
coiffures to meet individual needs (hair stylist). Tint or bleach 
hair (hair colorist). Give hair and scalp treatments in accordance 
with standardized methods (scalp-treatment operators). Apply 
various lotions, creams, and packs to patron’s face to clean or 
treat skin, remove wrinkles, and apply cosmetics (facial oper- 
ator). Clean, shape, and polish patron’s nails (manicurist). 


COSMETOLOGY 
Suggested Curriculum by Quarters 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
FIRST QUARTER 
COS 1101 Introduction to Cosmetology 5 1 66 5 
COS 1102 Bacteriology, Sanitation, 
and First Aid 5 2 17 6 
COS 1103 Shampoo and Rinse 0 2 22 1 
COS 1105 Finger Waving and 
Pin Curling 1 9 110 4 
COS 1107 Manicuring 1 2 33 1 
COS 1112 Personality 2 0 22 % 
14 16 330 19 
SECOND QUARTER 
COS 1111 Hair Styling and Wig Care 2 9 121 5 
COS 1115 Tinting and Bleaching pI 8 99 4 
COS 1106 Hair Shaping 1 9 110 4 
ENG 1102 Communication Skills 3 0 ao 3 
6 26 363 16 
THIRD QUARTER 
COS 1110 Permanent Waving—Cold 
and Heat Wave 2 15 187 q 
COS 1118 Anatomy I 3 2 55 4 
COS 1120 Facials 1 5 66 3 
PSY 1101 Human Relations 3 0 33) 3 
9 22. 341 17 
FOURTH QUARTER 
COS 1116 Scalp Treatments 1 vA 33 2 
COS 1119 Anatomy II 2 4 66 3 
COS 1121 Disorders of Skin, Nails, & 
Hair 5 3 88 6 
COS 1122 Electricity 3 1 44 3 
COS 1123 Chemistry 2 1 33 2 
COS 1124 Operational Management il 0 11 1 
(Elective) 3 0 33 3 
17 if 308 20 


59 


DRAFTING - FURNITURE 


PURPOSE OF CURRICULUM 


This curriculum is designed to prepare students to enter the 
field of furniture drafting. The first two quarters contain courses 
basic to all fields of drafting. The third and fourth quarters 
contain specialization and related courses that prepare one to 
enter furniture drafting occupations. 

Each course is prepared to enable an individual to advance 
rapidly in drafting proficiency upon entering the field of work. 
Courses are arranged in sequence to develop drafting skills and 
proficiency in mathematics and science. The draftsman associ- 
ates with many levels of personnel—administrative, architects, 
engineers, skilled workmen—and must be able to communicate 
effectively with them. Courses to develop knowledge and skills 
in communication, human relations, economics and industrial 
organization are provided to assist the student in developing 
understandings and confidence in his relations with other per- 
sons. 


JOB DESCRIPTION 


A draftsman prepares clear, complete, and accurate working 
plans and detail drawings, from rough or detailed sketches or 
notes for engineering or manufacturing purposes, according to 
the specified dimensions: makes final sketch of the proposed 
drawing, checking dimension of parts, materials to be used, the 
relation of one part to another, and the relation of the various 
parts to the whole structure. Makes any adjustments or changes 
necessary or desired. Inks in lines and letters on pencil drawings 
as required. Exercises manual skill in the manipulation .of tri- 
angle, T-square, and other drafting tools. Lays tracing paper 
on drawing and traces drawing in pencil or ink. Makes charts 
for representation of statistical data. Makes finished designs 
from sketches. Utilizes knowledge of various machines, engi- 
neering practices, mathematics, building materials, and other 
physical sciences to complete the drawings. 

A furniture draftsman performs the general duties of a drafts- 
man and also specializes in making rough drafting sketches of 
proposed furniture pieces and then draws necesssary details from 
the sketch. Prepares accurate scale drawings of furniture parts 
or groups to reduced or full scale. Prepares specifications and 
bills of materials for manufacture of part. 
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A furniture reproducer draftsman makes working drawings 
and templates of antique or specially ordered furniture, for repro- 
duction purposes: draws sketch of piece showing all views, free- 
hand or with drawing instruments. Measures piece with rule 
and calipers, and notes dimensions of drawing. Makes detailed 
drawing of joints, carvings, and sections for shop use. Traces 
or draws outlines of parts on plywood or cardboard and cuts out 
part along outline to make template. Marks identification on 
templates indicating name of part, types of construction, kinds 
of wood, and finishes, in code or words. May make drawings from 


pictures when models are not available. 


DRAFTING - FURNITURE 


Suggested Curriculum by Quarters 


Course Title 


Hours Per Week 





Class 
FIRST QUARTER 
DFT 1121 Drafting 2 
MAT 1103 Geometry 3 
ENG 1101 Reading Improvement 2, 
PHY 1101 Applied Science 3 
11 
SECOND QUARTER 
Dt 22, Drafting 3 
DFT 1125 Descriptive Geometry 2 
MAT 1102 Algebra 5 
ENG 1102 Communication Skills 3 
PELY 61102 Applied Science 3 
16 
THIRD QUARTER 
DFT 1135 Furniture Drafting 3 
MAT 1104 Trigonometry 3 
PSY 1101 Human Relations 3 
OAeae IBLE Upholstery Materials and Methods 2 
CAB 1110 Case Goods Materials and Methods 2 
13 
FOURTH QUARTER 
DFT 1136 Furniture Drafting 3 
DFT 11387 Furniture Specifications 3 
DFT 1138 Furniture Styling and 
Decoration 3 
BUS 1105 Industrial Organizations 3 
12 


Lab. 
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DRAFTING - MECHANICAL 


PURPOSE OF CURRICULUM 


This curriculum is designed to prepare students to enter the 
field of mechanical drafting. The first two quarters contain 
courses basic to all fields of drafting. The third and fourth 
quarters contain specialization and related courses that pre- 
pare one to enter mechanical drafting occupations. 


Each course is prepared to enable an individual to advance 
rapidly in drafting proficiency upon entering the field of work. 
Courses are arranged in sequence to develop drafting skills and 
proficiency in mathematics and science. The draftsman associ- 
ates with many levels of personnel—administrative, architects, 
engineers, skilled workmen—and must be able to communicate 
effectively with them. Courses to develop knowledge and skills 
in communication, human relations, economics and industrial 
organization are provided to assist the student in developing 
understanding and confidence in his relations with other persons. 


JOB DESCRIPTION 


A draftsman prepares clear, complete, and accurate working 
plans and detail drawings, from rough or detailed sketches or 
notes for engineering or manufacturing purposes, according 
to the specified dimensions: makes final sketch of the proposed 
drawing, checking dimension of parts, materials to be used, 
the relation of one part to another, and the relation of the 
various parts to the whole structure. Makes any adjustments 
or changes necessary or desired. Inks in lines and letters on 
pencil drawings as required. Exercises manual skill in the 
manipulation of triangle, T-square, and other drafting tools. Lays 
tracing paper on drawing and traces drawing in pencil or ink. 
Makes charts for representation of statistical data. Makes 
finished designs from sketches. Utilizes knowledge of various 
machines, engineering practices, mathematics, building mater- 
ials, and other physical sciences to complete the drawings. 

A mechanical draftsman performs the general duties of a 
draftsman and also specializes in making rough drafting sketches 
of proposed mechanical devices, and the drawing of necessary 
details. Prepares accurate scale drawings of parts or machines 
from specifications. 
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DRAFTING - MECHANICAL 


Suggested Curriculum by Quarters 


FIRST QUARTER 


DFT 1121 
MAT 1103 
ENG 1101 
PHY 1101 


SECOND QUARTER 


DFT 1122 
DFT 1125 
MAT 1102 
ENG 1102 
PHY 1102 


THIRD QUARTER 


DFT 1131 
MAT 1104 
PSY1101 
MEC 1113 
MEC 1115 


FOURTH QUARTER 


DFT 1132 
MEC 1114 
MEC 1116 


BUS 1105 


DRAFTING - MECHANICAL 


Course Title Hours Per Week 
Class Lab. 
Drafting 3 12 
Geometry 3 0 
Reading Improvement Pe 0 
Applied Science 3 2 
11 14 
Drafting 3 6 
Descriptive Geometry 2 3 
Algebra 5 0 
Communication Skills % 0 
Applied Science 3 2 
16 11 
Mechanical Drafting 3 12 
Trigonometry 3 0 
Human Relations 3 0 
Shop Processes ye S 
Treatment of Ferrous Metals 2 3 
13 18 
Mechanical Drafting 33 12 
Shop Processes 2 3 
Treatment of Non-Ferrous 
Metals Be 3 
Industrial Organizations 3 0 
10 18 


FIRST QUARTER 


DFT 1121-1 


MAT 1103 
PHY 1101 


SECOND QUARTER 


DFT 1121-2 


ENG 1101 
PHY 1102 


Course Title Hours Per Week 
Class Lab. 

Drafting 2 6 
Geometry 3 0 
Applied Science 3 2, 

8 8 
Drafting 74 6 
Reading Improvement Pe 0 
Applied Science 3 Pe 

ih 8 


(Part Time) 


Quarter 
Hours 
Credit 
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Course Title 


Hours Per Week 
Lab. 





Class 
THIRD QUARTER 
DFT 1122 Drafting Re 
MAT 1102 Algebra 5 
ENG 1102 Communication Skills 3 
10 
FOURTH QUARTER 
DFT 1131-1 Mechanical Drafting ye 
DR 25 Descriptive Geometry 2 
PSY 1101 Human Relations 3 
xi 
FIFTH QUARTER 
DFT 1131-2 Mechanical Drafting 2 
MAT 1104 Trigonometry 3 
MEC 1115 Treatment of Ferrous Metals 2 
ti 
SIXTH QUARTER 
DFT 1132-1 Mechanical Drafting ib 
MEC 1113 Shop Processes 2 
MEC 1116 Treatment of Non Ferrour Metals 2 
5 
SEVENTH QUARTER 
DFT 1132-2 Mechanical Drafting 2 
MEC 1114 Shop Processes 2 
BUS 1105 Industrial Organizations 3 
4 


_ 


flee 


Quarter 
Hours 
Credit 
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The numbers 1 and 2 following the course number designates part 1 and 2. 


ELECTRICAL INSTALLATION 


AND MAINTENANCE 


PURPOSE OF CURRICULUM 


The rapid expansion of the national economy and the increas- 
ing development of new electrical products is providing a grow- 
ing need for qualified people to install and maintain electrical 
equipment. By mid-1960 more than 350,000 were employed as 
either construction electricians or maintenance electricians. Be- 
tween 5,000 and 10,000 additional tradesmen are required each 
year to replace those leaving the industry. It is expected that 
the total requirements for electrical tradesmen will reach 500,000 
by 1966 and 700,000 by 1970. The majority of the electrical 
tradesmen today are trained through apprenticeship of on-the- 


job training programs. 
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This curriculum guide will provide a training program in the 
basic knowledge, fundamentals, and practices involved in the 
electrical trades. A large portion of the program is devoted to 
laboratory and shop instruction which is designed to give 
the student practical knowledge and application experience in 
the fundamentals taught in class. 


JOB DESCRIPTION AND REQUIREMENTS 


The graduate of the electrical trades program will be qualified 
to enter an electrical trade as an on-the-job trainee or apprentice, 
where he will assist in the planning, layout, installation, check 
out, and maintenance of systems in residential, commercial, or 
industrial plants. He will have an understanding of the funda- 
mentals of the National Electrical Code regulations as related 
to wiring installations, electrical circuits, and the measurements 
of voltage, current, power, and power factor of single and poly- 
phase alternating circuits. He will have a basic knowledge of 
motor and motor control systems; industrial electronic control 
systems; business procedures, organization, and practices; com- 
municative skills; and the necessary background to be able to 
advance through experience and additional training through up- 
grading courses offered in the center. 


ELECTRICAL INSTALLATION 
AND MAINTENANCE 


Suggested Curriculum by Quarters 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
FIRST QUARTER 
ELC 1112 Direct and Alternating Current 5 12 9 
ENG 1101 Reading Improvement 2 0 2 
MAT 1115 Electrical Math 5 0 5 
PHY 1101 Applied Science 3 2 4 
15 14 20 
SECOND QUARTER 
ELC 1113 Alternating Current and Direct 
Current Machines and Controls 5 zy 9 
DFT 1110 Blueprint Reading: Building 
Trades 0 3 1 
ENG 1102 Communication Skills 3 0 3 
PHY 1102 Applied Science 3 2 4 
abe 17 aly; 
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Course Title 


THIRD QUARTER 


ELC 1124 Residential Wiring 

ELN 1118 Industrial Electronics 
PSYetior Human Relations 

DFT 1113 Blueprint Reading: Electrical 


FOURTH QUARTER 


ELC 1125 Commercial and Industrial 
Wiring 

ELN 1119 Industrial Electronics 

BUS 1103 Small Business Operations 


Hours Per Week 
Lab. 


Class 
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EVENING CURRICULUM 
ELECTRICAL INSTALLATION & MAINTENANCE 


Hours Per Week Quarter 


Course Title 


FIRST QUARTER 


ELC 1112-1 Direct & Alternating Current 
ENG 1101 Reading Improvement 
PHY 1101 Applied Science 


SECOND QUARTER 
ELC 1112-2 Direct & Alternating Current 


PHYS 1102 Applied Science 
DFT 1110 Blueprint Reading: Building 
Trades 


THIRD QUARTER 


ELC 1113-1 Alternating Current & Direct Current 


Machines & Controls 
MAT 1115 Electrical Math 
ENG 1102 Communication Skills 


FOURTH QUARTER 


Class 


rae 


10 


ELC 1113-2 Alternating Current & Direct Current 


Machines & Controls 
DFT 1113 Blueprint Reading: Electrical 
PSY 1101 Human Relations 


FIFTH QUARTER 


ELC 1124 Residential Wiring 
BUS 1103 Small Business Operations 


co; wo ol] nob 
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Quarter 
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Credit 
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The numbers 1 and 2 following the course number designate part 1 and 2. 
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Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
SIXTH QUARTER 
ELN 1118 Industrial Electronics 3 5 5 
ELC 1125-1 Commercial & Industrial Wiring 2 6 4 
5 11 9 
SEVENTH QUARTER 
ELN 1119 Industrial Electronics 2 5 5 
ELC 1125-2 Commercial & Industrial Wiring 3 5 5 
6 10 10 


The numbers 1 and 2 following the course number designates part 1 and 
part 2. 


ELECTROMECHANICAL MECHANICS 


PURPOSE OF CURRICULUM 


North Carolina, in its tremendous industrial growth, has the 
need for highly skilled personnel to maintain machines that are 
controlled by electrical and fluid power devices. This curriculum 
is designed to prepare students to repair angMnaintain machinery, 
electrical wiring and fixtures, and hydrates and pneumatic de- 
vices found in industrial establishmegts. He uses blueprints 
and sketches, manuals and codes, and #orks with handtools made 
for electricians and machinists. He diagnoses causes of mal- 
functions in industrial machingg* He sets up and operates 
machine tools such as the lathe,‘milling machine, and drill press 
to repair or make machine @firts. He installs machine parts, 
starts machines, observes aeration, and inspects the machine 
with test instruments. ~ 


JOB DESCRIPTION .& 


An electromechanjfal serviceman may be required to install, 
maintain and serve electrical and mechanical equipment. He 
should be able to®ollow directions from blueprints and sketches, 
use handtools@hd metalworking machines, and check the work 
with measuring and testing instruments. He operates metalwork- 
ing machines, such as the lathe, milling machine and drill press 
to make repairs. He uses the micrometer and calipers to verify 
dimensions. He assembles wires, insulation, and electrical com- 
ponents using handtools and soldering equipment. He tests 
electrical circuits and components to locate shorts, faculty con- 
nections, and defective parts, using tests meters. He also inspects 
and tests hydraulic equipment after new installation or repairs. 
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ELECTROMECHANICAL MECHANICS 


Suggested Curriculum by Quarters 


FIRST QUARTER 


MAT 1101 
ENG 1101 
DFT 1104 
WLD 1101 
MEC 1101 





SECOND QUARTER 


MAT 1115 
ENG 1102 
DV iitts 
MEC 1102 
ELC 1121 





THIRD QUARTER 


ELC 1112 
MEC 
PSY 1101 


FOURTH QUARTER 


ELC 11138 
ELC 1122 
BUS 1105 


Course Title Hours Per Week 
Class Lab. 
Fundamentals of Mathematics 5 0 
Reading Improvement 2 0 
Blueprint Reading: Mechanical 0 3 
Basic Welding and Cutting 2 3 
Machine Shop Theory and Practice 3 12 
ilps 18 
Electrical Math 5 0 
Communication Skills 3 0 
Blueprint Reading: Electrical 0 3 
Machine Shop Theory and Practice 3 12 
Electrical Machines and Controls 2 2 
13 17 
Direct & Alternating Current 5 12 
General Maintenance and Repair 3 6 
Human Relations 0 
id 18 
Alternating Current and Direct 
Current Machines and Controls 5 12 
General Maintenance & 
Repair (Elec. & Mech.) 3 6 
_Industrial Organizations 3 0 
11 18 
MACHINIST 


PURPOSE OF CURRICULUM 


This curriculum was prepared to meet a definite need for 
training of machinists. Surveys recently completed in North 
Carolina show that many of the existing industries lack time 
and facilities for training enough machinists to meet present 
and planned needs. Expanding industries already located in our 
State and new industries under development invariably express 
the need for skilled craftsmen who have the background knowl- 
edge and potential to advance. 
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This guide is designed to give learners the opportunity to ac- 
quire basic skills and the related technical information necessary 
to gain employment and build a profitable career in the machine 
shop industry in the State. It is comprised of the joint views of 
committees responsible for its development. 


JOB DESCRIPTION 


The machinist is a skilled metal wirker who shapes metal 
parts by using machine tools and hghd tools. His training and 
experience enable him to plan ane carry through all the oper- 
ations needed in turning ouf¢a machined product and to 
switch readily from one kindeg? product to another. A machinist 
is able to select the pro S tools and material required for 
each job and to plan the.tting and finishing operations in their 
proper order so that h san complete the finished work according 
to blueprint or wrifgen specifications. He makes standard shop 
computations rele Ric to dimensions of work, tooling, feeds, and 
speeds of eee ng. He often uses precision measuring instru~ 
ments such as”’micrometers and gages to measure the accuracy 
of his woxtto thousandths of an inch. 

This led worker must be able to set up and operate most 
typesa machine tools. The machinist also must know the compo- 
sition of metals so that he can heat and quench cutting tools 
and parts to improve machinability. His wide knowledge enables 
him to turn a block of metal into an intricate, precise part. 


MACHINIST 
Suggested Curriculum by Quarters 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
FIRST QUARTER 
MEC 1101 Machine Shop Theory and 
Practice 3 12 7 
MAT 1101 Fundamentals of Mathematics 5 0 5 
DFT 1104 Blueprint Reading: Mechanical 0 3 i 
ENG 1101 Reading Improvement 2 0 y 
PHY 1101 Applied Science 3 2 4 
13 a 19 
SECOND QUARTER 
MEC 1102 Machine Shop Theory and 
Practice 3 12 i 
MAT 1103 Geometry c 3 0 3 
DFT 1105 Blueprint Reading: Mechanical 0 3 1 
PHY 1102 Applied Science 3 2 4 
ENG 1102 Communication Skills 3 0 3 
ip? 17 18 
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Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
THIRD QUARTER 
MEC 1103 Machine Shop Theory and 
Practice 3 12 uf 
MEC 1115 Treatment of Ferrous Metals 2 3 3 
DFT 1106 Blueprint Reading: Mechanical 0 3 al 
MAT 1104 Trigonometry 5° 0 3 
PSY 1101 Human Relations 3 0 3 
11 18 17 
FOURTH QUARTER 
MEC 1104 Machine Shop Theory and 
Practice a 12 Te 
MEC 1116 Treatment of Non-Ferrous Metals 2 3 3 
WLD 1101 Basic Gas Welding 0 3 1 
MAT 1123 Machinist Mathematics 3 0 3 
BUS 1105 Industrial Organizations 3 0 3 
11 18 iy 


THE BANNER ELK PROGRAM OF PRACTICAL NURSE EDUCATION 


Caldwell Technical Institute operates an additional Practical Nurse Education 
Program at Banner Elk, North Carolina. The clinical practice for this program 
is held in the Charles A. Cannon Jr. Memorial Hospital, Banner Elk, North 


Carolina. The nursing students are provided free meals, rooms, and health 
services by the hospital. Classes are held in the nurses’ dormitory located 
on the Lee’s McRae College campus. The course of study is exactly as stated 
below. 





PRACTICAL NURSING EDUCATION 


PURPOSE OF CURRICULUM 


The accelerated growth of population in North Carolina and 
rapid advancement in medical technology demand an increased 
number of well-trained personnel for health services. Realizing 
this need, the State Department of Community Colleges, in 
conjunction with local hospitals, administers programs of prac- 
tical nurse education in local school systems, community colleges, 


technical institutes, and in industrial education centers through- 
out the state. 


The aim of the Practical Nurse Education Program is to make 
available to qualified persons the opportunity to prepare for 
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participation in care of patients of all ages, in various states of 
dependency, and with a variety of illness conditions. 

Students are selected on the basis of demonstrated aptitude 
for nursing as determined by pre-entrance tests, interviews with 
faculty members, high school record, character references, and 
reports of medical and dental examinations. 

Throughout the one-year program, the student is expected 
to grow continuously in acquisition of knowledge and under- 
standings related to nursing, the biological sciences, the social 
sciences, and in skills related to nursing practice, communi- 
cations, interpersonal relations, and use of good judgment. Evalu- 
ation of student performance consists of tests on all phases of 
course content, evaluation of clinical performance, and evalu- 
ation of adjustment to the responsibilities of nursing. A passing 
score is required on all graded work, plus demonstrated progress 
in application of nursing skills to actual patient care. 


JOB DESCRIPTION 


Graduates of accredited programs of practical nurse education 
are eligible to take the licensing examination given by the North 
Carolina Board of Nursing. This examination is given twice each 
year, usually in April and September. A passing score entitles the 
individual to receive a license, and to use a legal title ‘Licensed 
Practical Nurse.” The license must be renewed annually. The 
Licensed Practical Nurse can apply for licensure in other states 
on the basis of a satisfactory examination score, without repeat- 
ing the examination. 

The LPN is prepared to function in a variety of situations: 
hospitals of all types, nursing homes, clinics, doctors’ and den- 
tists’ offices, and, in some localities, public health facilities. In 
all situations, the LPN functions under supervision of a regis- 
tered nurse and or licensed physician. This supervision may be 
minimal in situations where the patient’s condition is stable 
and not complex; or it may consist of continuous direction in 
situations requiring the knowledge and skills of the registered 
nurse or physician. In the latter situation, the LPN may function 
in an assisting role in order to avoid assuming responsibility 
beyond that for which the one-year program can prepare the 
individual. 

Job requirements for the Licensed Practical Nurse include 
suitable personal characteristics, ability to adapt knowledge 
and understandings of nursing principles to a variety of situ- 
ations, technical skills for performance of bedside nursing, ap- 
preciation for differences of people and for the worth of every 
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individual, a desire to serve and help others, and readiness to 
conform to the requirements of nursing ethics and hospital 
policies. 


PRACTICAL NURSING 


Suggested Curriculum by Quarters 


Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 


FIRST QUARTER 


ENG 1101 Reading Improvement 2 0 % 
PSY 1101 Human Relations 3) 0 3 
NUR 1101 Basic Science 5 4 6 
NUR 1102 Orientation to Vocation 
Relationships 2 0 2 
NUR 1103 Introduction to Patient Care 6 6 8 
18 10 1 
SECOND QUARTER 
NUR 1104 Basic Principles of 
Drug Administration 3 0 3 
NUR 1105 Care of Patients with Medical- 
Surgical Conditions I 9 24 iy) 
12 24 20 
THIRD QUARTER 
NUR 1106 Maternal and Child Care 6 12 10 
NUR 1107 Care of Patients with Medical- 
Surgical Conditions II 6 12 10 
12 24 20 
FOURTH QUARTER 
NUR 1108 Care of Infants and Children 6 12 10 
NUR 1109 Care of the Seriously I] 
and Injured 4 1 8 
NUR 1110 Vocational Relationships 2 0 Fr eles 
12 24 20 


PRODUCTION ASSISTANT (FURNITURE OPTION) 


The Production Assistant accepts task assignments from and 
is directly responsible to the plant superintendent. He is directly 
concerned with maintenance of production flow of high quality 
articles. He assists the superintendent in coordinating all manu- 
facturing activities leading to the proper quantity and quality of 
production. He is also concerned with cost analysis and with 
more efficient production methods. 
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In this position he must have a good understanding of the total 
manufacturing process including raw materials needed, pro- 
duction scheduling, billing and routing, construction methods, 
cost analysis and quality control. 

Personal characteristics needed by the Production Assistant 
include intelligence, ambition, initiative, ability to work well with 
different types of people, mechanical aptitude, numerical ability, 
and ability to analyze problem situations and suggest possible 
solutions. 


PRODUCTION ASSISTANT CURRICULUM 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 


FIRST QUARTER 


DFT 1121-1 Drafting 2 5 4 
FURN 1104 Characteristics of Woods 2 0 2 
FURN 1107 Wood Finishes 1 3 24 
FURN 1108 Production Equipment I 1 3 2 
SOC 1101 Human Relations I 3 0 3 
9 11 13 
Total Contact Hours 20 
SECOND QUARTER 

FURN 1103 Construction & Billing I 1 3 2 
DFT 1121-2 Drafting 2, 6 4 
FURN 1109 Production Equipment II 1 3 2 
FURN 1105 Glues 1 0 1 

ISC 1102 Industrial Organization & 
Management 3 0 3 
8 12 12 
Total Contact Hours 20 


THIRD QUARTER 


FURN 1103 Construction & Billing II 1 3 2 
LISKC) Tas 1 Time Study & Time Standards 2 2 3 
FURN 1106 Furniture Sanding 1 3 v4 
FURN 1112 Routing & Process Sequence 1 3 2 
ISC 1113 Quality Control 3 0 3 

8 11 12 


_ 
ie) 


Total Contact Hours 
FOURTH QUARTER 


ISC 1103 Production Control 1 3 2 

BUS 1101 Cost Records & Cost Estimates 2 0 2 
BUS 1111 Collecting & Reporting 

Information 2 2 3 

ISC 1114 Supervisory Responsibilities 3 0 3 

DFT 1130 Drafting ( Sketching) 2 5 4 

10 10 14 


Total Contact Hours 20 
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TEXTILE PRODUCTION 


PURPOSE OF CURRICULUM 


This program in Textile Production is designed to provide 
training for individuals employed or who are seeking employ- 
ment in the textile industry. It is designed to provide the indi- 
vidual with the basic knowledges and skills necessary to enter 
into or to advance into the more responsible positions requiring 
leadership ability and a thorough knowledge of textile oper- 
ations. Courses are included in this program to provide the indi- 
vidual with an understanding of the manufacturing process 
from the raw product to finished material. Courses such as 
Textile Fiber, Yarn Manufacturing, Weaving, Knitting, Fabric 
Design and Analysis, and Textile Testing are designed with 
laboratories to provide experiences in the practical as well as the 
theoretical aspects of the industry. The program concludes with 
courses in Industrial Organizations, Supervisory Responsibility, 
Cost Records and Cost Estimates, Production Control, and Work 
Measurement to provide the individual with the background and 
knowledge for advancement into supervisory responsibilities. 

The textile industry is North Carolina’s leading employer. Its 
demand for trained personnel in the production phase has greatly 
increased over the past few years. Many job opportunities are 
available in responsible jobs in production and textile testing 
for the graduate of this program. 


TEXTILE PRODUCTION 
Suggested Curriculum by Quarters 


Course Title Hours Per Week Quarter 

Hours Contact 
Class Lab. Credit Hours 
FIRST QUARTER : 


MAT 1101 Fundamentals of 
Mathematics 5 0 5 55 
ENG 1101 Reading Improvement 2 0 2 22 
TEX 1101 Yarn Manufacturing I 3 3 4 66 
ISC 1001 Industrial Safety 3 0 3 33 
TEX 1104 Textile Fibers 2 2 3 44 
15 5 17 220 
SECOND QUARTER 
ENG 1102 Communication Skills 3 0 3 33 
TEX 1108 Yarn Manufacturing II 5 6 7 121 
TEX 1106 Weaving 2 3 3 55 
PHY.1101 Applied Science 3 2 4 55 
13 11 17 264 
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Course Title Hours Per Week Quarter 





Hours 
Class Lab. Credit 
THIRD QUARTER 
PSY 1101 Human Relations 3 0 3 33 
PHY 1102 Applied Science 3 2 4 55 
TEX 1110 Knitting 3 3 4 66 
TEX 1115 Textile Testing 3 3 4 66 
TEX 1120 Fabric Design and Analysis 3 3 4 66 
15 11 19 286 
FOURTH QUARTER 
BUS 1105 Industrial Organizationus 3 0 3 33 
ISC 1125 Supervisory Responsibility 3 0 3 3a 
ISC 1121 Cost Records and Cost 
Estimates 3 0 3 ee 
ISC 1110 Production Control 3 2 4 55 
ISC 1123 Work Measurement 3 2 4 55 
15 4 17 209 
WELDING 


PURPOSE OF CURRICULUM 


This curriculum was developed to fill the tremendous need for 
welders in North Carolina. The recently completed Manpower 
Surveys shows quite clearly that many welders will be needed 
annually to fill present vacancies in the State. 

The content of this curriculum is designed to give students 
sound understanding of the principles, methods, techniques, skills 
essential for successful employment in the welding field and 
metals industry. 

The field of welding offers a person prestige, security, and a 
future of continuous employment with steady advancement. It 
offers employment in practically any industry: shipbuilding, 
automotive, aircraft, guided missiles, railroads, construction, 
pipe fitting, production shop, job shop, and many others. 


JOB DESCRIPTION 

Welders join metals by applying intense heat, and sometimes 
pressure, to melt the edges to form a permanent bond. Closely 
related to welding is “oxygen cutting.” Of the more than 35 dif- 
ferent ways of welding metals, arc, gas, and resistance welding 
are the three most important. 

The principal duty of the welder using manual procedure is to 
control the melting by directing the heat, from an electric arc 
or gas welding torch, and to add filler metals where necessary to 
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complete the joint. He should posses a great deal of manipulative 
skill with a knowledge of jigs, welding symbols, mathematics, 
basic metallurgy, and blueprint reading. 


WELDING 
Suggested Curriculum by Quarters 
Course Title Hours Per Week 
Class Lab. 


FIRST QUARTER 


WLD 1120 
MAT 1101 
DFT 1104 
PHY 1101 
ENG 1101 


SECOND QUARTER 


WLD 1121 
MAT 1103 
DET: Lil? 
PHY 1102 
ENG 1102 


THIRD QUARTER 


WLD 1124 
WLD 1123 
WLD 1112 
DFT 1118 


PSY 1101 


FOURTH QUARTER 


WLD 1122 


WLD 1125 
MEC 1112 
BUS 1105 


FIRST QUARTER 


WLD 1120-1 


DFT 1104 
PHY 1101 


718 


Oxyacetylene Welding and Cutting 3 12 
Fundamentals of Mathematics 5 0 
Blueprint Reading: Mechanical 0 3 
Applied Science 3 2 
Reading Improvement 2 0 

13 Ly 
Are Welding 3 12 
Geometry 3 0 
Blueprint Reading: Welding 0 3 
Applied Science 3 2 
Communication Skills 3 0 

12 17 
Pipe Welding 3 12 
Inert Gas Welding il 3 
Mechanical Testing and Inspection 1 3 
Pattern Development and 

Sketching 0 3 
Human Relations 3 0 

8 21 
Commercial and Industrial 

Practices 3 9 
Certification Practices 3 6 
Machine Shop Processes 0 6 
Industrial Organizations 3 0 

9 21 
EVENING CURRICULUM 
WELDING 
Course Title Hours Per Week 
Class Lab. 
Oxyacetylene Welding & 

Cutting 2 6 
Blueprint Reading: Mechanical 0 3 
Applied Science 3 2 

5 11 


Quarter 
Hours 
Credit 
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Quarter 
Hours 
Credit 


Course Title Hours Per Week Quarter 


Hours 
Class Lab. Credit 
SECOND QUARTER 
WLD 1120-2 Oxyacetylene Welding & 
Cutting 2 6 4 
ENG 1101 Reading Improvement 2 0 2 
PHY 1102 Applied Science 3 2; 4 
| 8 10 
THIRD QUARTER 
WLD 1121-1 Are Welding 2 6 4 
MAT 1101 Fundamentals of Math 5 0 5 
ENG 1102 Communication Skills 3 0 3 
10 6 12 
FOURTH QUARTER 
WLD 1121-2 Are Welding Fe 6 4 
DFT 1117 Blueprint Reading: Welding 0 3 il 
MAT 1103 Geometry 3 0 3 
yea eee 
FIFTH QUARTER 
WLD 1124-1 Pipe Welding i 6 4 
WLD 1123 Inert Gas Welding 1 3 2 
WLD 1112 Mechanical Testing & 
Inspection 1 3 2 
4 12 8 
SIXTH QUARTER 
WLD 1124-2 Pipe Welding 2 5 4 
DFT 1118 Pattern Development & 
Sketching 0 5 1 
MEC 1112 Machine Shop Processes 0 6 2 
2 14 7 
SEVENTH QUARTER 
WLD 1122 Commercial & Industrial 
Practices 3 9 6 
BUS 1105 Industrial Organizations 3 0 S 
6 9 9 
EIGHTH QUARTER 
WLD 1125 Certification Practices 3 6 5 
PSY 1101 Human Relations 3 0 3 
6 6 8 


* The numbers 1 and 2 following the course number designates part 1 
and part 2. 
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Adult Education and 


Extension Division 





EXTENSION DIVISION 


The Caldwell Technical Institute provides training in numerous 
subjects through its Extension programs. Extension classes are 
held both at the institute and at various locations throughout 
Caldwell, Watauga and Avery Counties. These classes are de- 
signed to prepare individuals for employment or to upgrade 
workers already employed. 

The extension department also serves area industries and 
public agencies by providing training for their employees. 
Training under this division of the Institute can be offered at 
any time a need for such training is established. Full details can 
be obtained by contacting the Director of Adult Education at 
the Institute. 


Admission Requirements 


Generally speaking any individual who is 18 years of age or 
whose high school class has graduated is eligible for admission 
to extension classes; applicants are usually admitted on the first 
come, first served basis. Some classes may have specific admis- 
sion requirements, in such cases the Director of Adult Education 
will inform applicants of these requirements. 


Expenses 


Many of the extension classes are offered without charge to 
the students; in other cases a small fee is charged to cover the 
cost of instructional supplies. Any charges should be paid at the 
first class session. 


Certificates 


The Extension Division issues certificates to those who com- 
plete a course satisfactorily. 
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EXAMPLES OF 


Auto Mechanics 
Auto Electricity 
Basic Electronics 
Blueprint Reading 
Electricity 
Electronic Circuits 
Furniture Upholstery 
Instrumentation 


EXTENSION PROGRAMS OFFERED 


Loom Fixing 

Machine Shop Practice 

Pilot’s Ground School 

Power Sewing 

Slide Rule 

Small Engine Repair 

Supervisory Development Courses 
Tourist Serving Training 


Janitorial Maintenance Upholstering 
Waitress Training 
AGRICULTURAL 

Farm Records Pesticides 

Fertilizers and Lime Welding for Farmers 

BUSINESS 
Typing Shorthand Bookkeeping 
Speed Writing 

CONSTRUCTION 

Bricklaying Plumbing 

Carpentry Ceramic Tile 

Housewiring Construction 


PUBLIC AGENCIES 


Nurses’ Aide 

Orderlies Training 

Police Training 
Teacher Aides 


SUPERVISORY DEVELOPMENT 


The Art of Motivating People 
Effective Writing 

Effective Speaking 

Human Relations 

Industrial First Aid 


Fire Training 
Fire Officer Training 
Fire First Aid 


Effective Communications 

Job Methods 

Industrial Safety & Accident 
Prevention 

Job Analysis Training 

Work Measurement 


This list, of course, is in no way comprehensive, but is offered 
as a general sample of extension-type courses. For further 
information on this division contact the Director of Adult Edu- 
cation. 


GENERAL ADULT EDUCATION 


The General Adult Education division of the Caldwell Techni- 
cal Institute is primarily concerned with raising the educational 
level of adults and providing cultural improvement courses. The 
Institute is prepared to provide training at all educational levels 
from grade one (learning to read and write) up through high 
school equivalency. This training is provided through organized 
classes and through the school’s Learning Laboratory. 


ADULT BASIC EDUCATION 


Adult Basic Education is provided for men and women eighteen 
years of age and older not currently enrolled in a public school. 
Its purpose is to improve the economic and social standing of 


83 


adults in the community. Persons enrolled may be learning to 
read and write, or they may review English, math, social studies, 
or science; however, the main objective of this program is to 
raise adults to the educational level required for attending the 
adult high school classes. 

There are no charges for these courses. The books are furnished 
by Caldwell Technical Institute. 

The courses are 11 weeks in duration. Classes are scheduled to 
meet two nights a week with most of the classes meeting three 
hours each night. A student may stay in Group 1 (grades 1-4) or 
in Group 11 (grades 4-8) as long as he or the instructor deems 
it necessary. Progression is mainly individual although they are 
in groups. These classes are held in Caldwell, Watauga and Avery 
counties on a continuing basis and interested persons should 
contact the Adult Education Director at Caldwell Technical 
Institute or any education official in the public schools. 


ADULT HIGH SCHOOL DIPLOMA PROGRAM 


The Adult High School Diploma program is not designed to 
compete with regular High School programs, but its primary 
purpose is to give mature adults who have less than a 12th grade 
education another opportunity to earn the High School Diploma. 
Students enrolled in public secondary schools are not eligible to 
enroll in the Adult High School program. Since Adult High School 
classes do not operate on a unit system, the adult student is not 
required to submit a transcript of High School records. How- 
ever all adults regardless of the number of High School units 
previously earned, who enroll in the program must demonstrate 
proficiency in English, Math, Social Studies, and Science at the 
12th grade level before they are recommended for the Adult High 
School Diploma. 

Adult High School classes are offered in the evening program 
at Caldwell Technical Institute and at other locations in Caldwell, 
Watauga, and Avery counties. These classes usually meet two 
nights weekly from 6-10 P.M. New classes begin in September, 
January, March and June. 

When students make satisfactory scores on the four subject 
area tests, they are recommended to the Board of Education in 
Caldwell, Watauga or Avery Counties to receive the Adult High 
School Diploma. Graduation Ceremonies will be held several times 
each year for the Adult Diploma. 

In addition to the organized classes at the basic and secondary 
education levels, the General Adult Division offers a large 
variety of courses both at the school and throughout the area 
it serves. A sampling of courses under this heading would 
include: 

Effective Listening Program 
Modern Math for Parents 


a Speed Reading and Reading Improvement 


Creative Art 

Creative Writing 

Public Speaking 

Interior Decorating for Housemakers 
First Aid 

Auto Mechanics for Car Owners 
Ceramic Arts and Crafts 


Additional courses are offered as the demand becomes evident. 
Details of these and other courses may be obtained from the 
Director of Adult Education. 


Admission Requirements 


Any adult who has a desire to raise his or her educational level 
and who is able to benefit from a course may enroll in the general 
adult classes. 


Expenses 


There is no charge for the Basic Education and only a small 
fee to cover the cost of instructional materials in the Secondary 
I and II classes. Charges for other general adult classes are de- 
termined by the length of the course and instructional materials 
needed. 

LEARNING LABORATORY 


The Caldwell Technical Institute Learning Lab— 
A Brief Summary of What It Is 


The Learning Laboratory program at the Caldwell Technical 
Institute is designed to provide study opportunities in practically 
any field that might be of interest to residents of the Caldwell 
County area. Programmed study courses to meet the needs of 
the non-reader as well as the college graduate are available in 
the laboratory. 

Persons interested in participating in the Learning Labora- 
tory, after an initial interview, are provided study materials 
starting at a point in keeping with their achievement level and 
are able to progress from there. Students may elect study times 
adjusted to their own convenience and schedules in that the 
Laboratory will be in operation on a schedule adjusted to the 
needs of participants. 

A “Learning Laboratory” is essentially an individual study 
situation, in which any person eighteen years of age or older 
may undertake most any level of Reading, English, Math, Social 
Studies, or Science that he desires. All of the material used in 
the lab is programmed; therefore, there is no need for a class- 
room teacher. 

Programmed material is designed in such a manner as to aid 
the student in learning information in small sequences called 
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“Frames.” Each frame requires an immediate response, and each 
response is immediately checked. If the student fails to learn, 
or learns incorrectly, the program makes the correction or re- 
teaches. In this manner the student progresses at his own rate; 
he neither has to wait for others to catch up nor slow down to 
someone else’s rate. 

The coordinator, the person in charge of the learning lab, has 
the responsibility of locating the level at which a student can 
proceed to learn by himself, of formulating the sequence of pro- 
grams the student will undertake to achieve his desired goal, and 
of administering the tests that will assure the student that he is 
approaching his goal. 

Because there are no classes in the learning lab, there is no 
need for anyone to wait until the new quarter to enroll. Each 
student sets his own work sessions and attends the lab as many 
days each week and as many hours each day as he thinks he can 
attend regularly. There are no fees, and any adult can take as 
many courses as fit his needs. 

The majority of students presently enrolled in learning labs 
are seeking to prepare themselves for the high school equiva- 
lency examination or to gain educational improvement of their 
own choosing. Some, however, are enrolled to upgrade themselves 
for a possible job promotion; while others are using the program 
for reinforcement in a technical institute curriculum or in their 
college work. 

The stated purposes for the existence of the learning labora- 
tories suggested that every effort should be made to meet the 
needs of those who are interested in participating in the pro- 
gram. 

The following pages comprise a list of the courses presently 
offered in the learning lab with a brief description of each 
course. The initials ‘“A.C.T.,”’ found in parentheses at the end 
of each course description, represent the words ‘approximate 
completion time.” It should be kept in mind that these figures 
are only estimates for the average student and that each student 
will function best at his own rate and, therefore, it is impossible 
to determine the exact time necessary for an individual to com- 
plete any given course. New courses of study are added regularly. 


Admission Requirements For Learning Laboratory 


And adult who has a desire to raise his or her educational level 
and who is able to benefit from study in the Learning Laboratory 
may enroll. 


Expenses 


There is no charge for study in the Learning Laboratory. 
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COURSE OFFERINGS 
BUSINESS 


Course Description 


Business Mathematics—This is a series of four courses made up of the 
following: 


Fundamentals of Business Mathematics. 

Interest, Negotiable Instruments, and Payroll Mathematics. 

Business Mathematics in Management Decisions. 

ee ea of Accounting and Finance. (A.C.T. complete—75 
ours 


ee 


Basic Filing—A short course designed on the alphabetic system of filing. 
(A.C.T.)—15 hours) 


aici “ABC” shorthand. Dictation is given on tape. (A.C.T.—45 
ours 


Bookkeeping (Temac)—A basic course for the beginner, written on a high 
school level. (A.C.T.—20 hours) 


The Accounting Process—A fundamental course in the principles of account- 
ing. (A.C.T.—12 hours) 


COMPUTER-RELATED PROGRAMS 


Course Description 


Introduction to Binary Arithmetic—Binary Arithmetic (base 2) is the math 
through which computers operate .(A.C.T.—4 hours) 


Introduction to Transistors—Deals mainly with transistors related to the 
structure and function of computers. (A.C.T.—12 hours) 


Basic Transistor Circuits—This course is based on an Auto-Instructional 
Teaching Text on Digital Computer Fundamentals developed by the Ray- 
theon Company. (A.C.T.—12 hours) 


Introduction to Electronic Data Processing—This is a basic course dealing 
with the why and how of computers. (A.C.T.—20 hours) 


Required Cobol - 1961—This is an extensive course dealing with the 
language of computers. (A.C.T.—120 hours) 


ENGLISH 


Course Description 


2200, 2600, 3200—A series comprising a complete grammar program that 
covers seventh grade through high school level. The student is placed in one 
of the three courses depending on which his need might be. (A.C.T. for 
each—45 hours) 


Programmed English—A complete freshman college level grammar course. 
(A.C.T.—50 hours) 


300 Commas—aA short course in the proper use of commas. (A.C.T.—8 
hours) 
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Lessons for Self-Instruction in Basic Skills—A series made up of short 
courses in areas that tend to give problems in grammar. The short courses 
include: 

1. Capitalization. 

2. Punctuation. 

3. Sentence Patterns. 

4. Verbs, Number, and Case. (A.C.T. for each course—5 hours) 


Spelling—An elementary spelling course, including basic spelling rules 
and procedures for using the dictionary. (A.C.T.—25 hours) 


Words—A basic course in vocabulary development, written on a junior 
high school level. (A.C.T.—15 hours) 


Vocabulary Building—This course teaches the meaning and usage of pre- 
fixes, suffixes, stems, word families, and groups. (A.C.T.—8 hours) 


Improving Your Written Communication—A course designed primarily to 
improve business-oriented correspondence. (A.C.T.—8 hours) 


FOREIGN LANGUAGE 


Course Description 


Programmed French—A French reading and writing course, teaching an 
active vocabulary of over 1600 words and a passive vocabulary of 900 more 
words. (A.C.T.—90 hours) 


Basic German—A basic reading course, carrying the student through most 
of a verb tenses. The phonetic vocabulary is taught on tape. (A.C.T.—50 
hours 


Basic Spanish—An extensive course in reading and writing, with the 
phonetic vocabulary taught on tape. (A.C.T.—180 hours) 


GENERAL INTEREST 


Course Description 
The Analysis of Behavior—A survey of terms and concepts applied in a 
study of animal behavior. (A.C.T.—12 hours) 


Your Study Skills—A simple approach to the problem of learning how to 
study. (A.C.T.—4 hours) 


READING 
COMPREHENSIVE READING 


Course Description 


Reading Laboratories—Programs designed to improve the student’s ability 
to retain what he reads. Work is also done on vocabulary development and 


grammar usage with a resulting effect on spelling. The course covers all 
grade levels. 


Reading for Understanding—A reading course designed to develop or re- 


develop concentration processes. This program is especially helpful to stu- 
dents who have been out of school for an extended length of time. 
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SPEED READING 


Course Description 


Craig Reading Program—A program using a student-controlled machine to 
increase reading rate and eye coordination. A workbook is also used to 
insure that comprehension does not suffer with the increase in speed. 


Reading Accelerator—A program using a device that is placed over a work- 
book. A slide moves down the page at a rate established by the student. 


MATHEMATICS 


Course Description 


Univox Arithmetic—This course is written at a very elementary level, 
with emphasis on the four basic operations. (A.C.T.—25 hours) 


Multiplication and Division (T.M.I.)—This is an elementary course in the 
two basic operations mentioned (A.C.T.—20 hours) 


A.S.M.D. (B.R.L.)—This is also a basic course in the four arithmetic 
pheretone with one book devoted to each operation. (A.C.T.—8 hours per 
book) 


Basic Math (Temac)—This is an extensive course in the basic math 
processes, fractions, percents, and decimals, with emphasis on both theory 
and application. (A.C.T.—150 hours) 


Basic Math Measurement—This program works with the more common 
mathematical measurements, including those related to geometric figures. 
(A.C.T.—30 hours) 


Seventh-Grade Mathematics—This program is much like the “Basic Math” 
course mentioned above, but it is written on a higher reading level. It also 
carries the student completely through high school general math. (A.C.T.— 
130 hours) 


Fractions (Tutor Text)—This is a very thorough program in both the 
theory and application of fractions. It is written on a relatively-high read- 
ing level. (A.C.T.—12 hours) 


Decimal Numbers (T.M.I.)—This is a two-volume, elementary program in 
decimal numbers. (A.C.T.—20 hours) 


Computing Square Roots—This is a short, efficient method for teaching the 
theory and application of square roots. (A.C.T.—3 hours) 


Introduction to Probability—This program supplies a simple method for 
learning an interesting subject. (A.C.T.—2 hours) 


Lessons for Self-Instruction in Basic Skills—This is a series of short 
courses, including units on addition, subtraction, multiplication, and di- 
vision. Work is done with whole numbers, fractions, decimals, and percents. 
(A.C.T.—4 hours for each unit) 


An Introduction to Verbal Problems in Algebra (Temac)—This is a basic, 
introductory course and requires only a basic understanding of algebra. 
(A.C.T.—20 hours) 


Algebra I and Algebra II (Temac)—These are extensive programs parallel 


with the ones taught in the public schools. When a student completes these 
courses, he is prepared for college algebra. (A.C.T.—150 each) 
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Plane Geometry (Temac)—This is a very thorough program, requiring 
some background in algebra as a prerequisite. (A.C.T.—80 hours) 


Solid Geometry (Temac)—A complete course requiring plane geometry 
as a prerequisite. (A.C.T.—50 hours) 


Trigonometry (Temac)—A college-level trig course requiring a good back- 
ground in algebra. (A.C.T.—80 hours) 


Analytic Trigonometry (Temac)—A course using trig functions and the 
field of complex numbers. (A.C.T.—80 hours) 


Introductory Calculus—This course goes into both differential and integral 
calculus. (A.C.T.—50 hours) 


Practical Mathematics (Tutor Text)—A practical application of algebra is 
taught for business; technical, and laboratory situations, as well as for 
every-day use. (A.C.T.—15 hours) 


The Slide Rule (Tutor Text)—A thorough course on the mechanics of 
the slide rule as well as practical applications. It covers up to the log-log 
scales. A good foundation in math is needed for this course. (A.C.T.—15 
hours) 


Advance Slide Rule—A course specifically designed to be used with the log- 
log duplex trig, and log-log duplex decitrig slide rules. (A.C.T.—5 hours) 


Logarithms—A short course dealing with four-place logarithms, antilogs, 
multiplication, division, raising to powers, finding roots, and problems in- 
volving all operations. (A.C.T.—6 hours) 


Introduction to Modern Math (Behavioral Research)—Introductory course 
to the concepts involved in the new approach to learning math. 


Modern Mathematics for the Junior High School (Temac)—A four-volume 
course presenting the “new” or “modern” math on a junior high level. 
(A.C.T.—120 hours) 


Modern Algebra (Temac)—A six-unit, modern approach to traditional alge- 
bra. (A.C.T.—150 hours) 


SCIENCE 


Course Description 


Biology and Chemistry—A high school level science course covering the 
subjects in general terms. There are no actual laboratory experiments. 
(A.C.T.—40 hours) 


Work and Machines—A high school level physics course. There are no 
actual experiments. (A.C.T.—20 hours) 


Measurements, Meteorology, and Astronomy—A course offering the essen- 
tials in each area. (A.C.T.—40 hours) 


Sound, Light, Electricity, and Communication—A course offering the essen- 
tials in each area mentioned. (A.C.T.—40 hours) 


90 


Physical Science Program—A series made up of the following units: 
1. Mechanics. 
2. Engines. 
3. Astronomy. 
4. Geology. 
5. Meteorology. 
(A.C.T.—8 hours each unit) 


Vectors—A physics course requiring only a basic knowledge of algebra as a 
prerequisite. (A.C.T.—12 hours) 


Principles of Chemistry—An extremely thorough, theory-oriented, fresh- 
man college level course. No lab work is involved. (A.C.T.—180 hours) 


SOCIAL. STUDIES 


Course Description 
Geography of the U.S. (Univox)—A short, elementary course used mostly 
with students who have reading difficulties. (A.C.T.—15 hours) 


Geography of the U.S. (B.R.L.)—A complete course with extensive map 
study. A.C.T.—40 hours) 


Maps: How We Read Them—A short course using maps of the United 
States as examples. (A.C.T.—4 hours) 


History of the United States—Covers general U.S. history from the early 
explorers through the present. (A.C.T.—20 hours) 


How a Bill Becomes a Law—A government-related course touching almost 
every phase of the process of a bill becoming a law and other congressional- 
related topics. (A.C.T.—15 hours) 


The Constitution—A course dealing with the Constitution from its his- 
torical background to the most recent amendments. (A.C.T.—15 hours) 
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SEEN ES 





Course Descriptions 


COURSE NUMBERING SYSTEM 


1—Al]l Freshman Technical Courses are indicated by a three- 
letter prefix preceded by the letter “T” and numbered between 
100 and 200. 


2—All Sophomore Technical Courses are indicated by a three- 
letter prefix preceded by the letter ‘“T’’ and numbered between 
200 and 300. 


3—All Vocational Courses are indicated by a three-letter prefix 
and numbered between 1000 and 2000. 


COURSE DESCRIPTIONS 
AUTOMOTIVE MECHANICS 


_ Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
PME 1101 Internal Combustion Engine 3 12 7 


Development of a thorough knowledge and ability in using, maintaining, 
and storing the various hand tools and measuring devices needed in engine 
repair work. Study of the construction and operation of components of 
internal combustion engines. Testing of engine performance; servicing and 
maintenance of pistons, valves, cams and camshafts, and exhaust systems, 
cooling systems; proper lubrication; and methods of testing, diagnosing 
and repairing. Prerequisite: None. 


PME 1102 Engine Electrical and Fuel Systems 5 12 9 

A thorough study of the electrical and fuel systems of the automobile. 
Battery cranking mechanism, generator, ignition, accessories and wiring; 
fuel pumps, carburetors, and fuel injectors. Characteristics of fuels, types 
of fuel systems, special tools, and testing equipment for the fuel and 
electrical system. Prerequisite: PME 1101. 
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AUT 1121 Braking Systems 3 3 4 

A complete study of various braking systems employed on automobiles 
and light weight trucks. Emphasis is placed on how they operate, proper 
adjustment, and repair. Prerequisite: PHY 1102. 


AUT 1123 Automotive Chassis and 
Suspension Systems 3 9 6 
Principles and functions of the components of automotive chassis. Practi- 
cal job instruction in adjusting and repairing of suspension and steering 
systems. Units to be studied will be shock absorbers, springs, steering sys- 
tems, steering linkage, and front end alignment. Prerequisite: PME 1102. 


AUT 1124 Automotive Power Train Systems 3 9 6 

Principles and functions of automotive power train systems: clutches, 
transmission gears, torque converters, drive shaft assemblies, rear axles 
and differentials. Identification of troubles, servicing, and repair. Pre- 
requisites: PHY 1102, AUT 1123. 


AUT 1125 Automotive Servicing 3 9 6 

Emphasis is on the shop procedures necessary in determining the nature 
of troubles developed in the various component systems of the automobile. 
Troubleshooting of automotive systems, providing a full range of experi- 
ences in testing, adjusting, repairing and replacing. Prerequisites: AUT 
1128, AUT 1121, AHR 1101. 


AHR 1101 Automotive Air Conditioning 2 3 3 

General introduction to the principles of refrigeration; study of the as- 
sembly of the components and connections necessary in the mechanisms, 
the methods of operation, and control; proper handling of refrigerants in 
charging the system. Prerequisite: PHY 1102. 


BUSINESS EDUCATION 


T-BUS 101 Introduction to Business 5 0 

A survey of the business world with particular attention devoted to the 
structure of the various types of business organization, methods of fi- 
nancing, internal organization, and management. Prerequisite: None 


T-BUS 102 Typewriting 2 3* 3 

Introduction to the touch typewriting system with emphasis on correct 
techniques, mastery of the keyboard, simple business correpsondence, 
tabulation, and manuscripts. Prerequisite: None 


T-BUS 103 Typewriting 2 3* 3. 

Instruction emphasizes the development of speed and accuracy with 
further mastery of correct typewriting techniques. These skills and 
techniques are applied in tabulation, manuscript, correspondence, and 
business forms. Prerequisite: T-BUS 102 or the equivalent. Speed require- 
ment, 30 words per minute for five minutes. 


T-BUS 104 Typwriting 7 ahs bs 3 
Emphasis on production typing problems and speed building. Attention to 
the development of the student’s ability to function as an expert typist, 
producing mailable copies. The production units are tabulation, manu- 
script, correspondence, and business forms. Prerequisite: T-BUS 103 or 
the equivalent. Speed requirement, 40 words per minute for five minutes. 


T-BUS 106 Shorthand wy'tS 24 4 

A beginning course in the theory and practice of reading and writing 
shorthand. Emphasis on phonetics, penmanship, word families, brief forms, 
and phrases. Prerequisite: None 
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T-BUS 107 Shorthand 3 S 4 
Continued study of theory with greater emphasis on dictation and ele- 
mentary transcription. Prerequisite: T-BUS 106 or the equivalent. 


T-BUS 108 Shorthand 3 2 4 

Theory and speed building. Introduction to office style dictation. Empha- 
sis on development of speed in dictation and accuracy in transcription. Pre- 
requisite: T-BUS 107. 


T-BUS 110 Office Machines 2 2 3 

A general survey of the business and office machines. Students will re- 
ceive training in techniques, processes, operation and application of the 
ten-key adding machines, full keyboard adding machines, and calculator. 
Prerequisite: None 


T-BUS 112 Filling 3 0 

Fundamentals of indexing and filling, combining theory and practice by 
the use of minature letters, filling boxes and guides. Alphabetic, Triple 
Check, Automatic, Geographic, Subject, Soundex, and Dewey Decimal filling. 
Prerequisite: None. 


T-BUS 115 Business Law 3 0 3 

A general course designed to acquaint the student with certain funda- 
mentals and principles of business law, including contracts, negotiable 
instruments, and agencies. Prerequisite: None. 


T-BUS 116 Business Law 3 0 3 
Includes the study of laws pertaining to bailments, sales, risk-bearing, 


partnership-corporation, mortgages, and property rights. Prerequisite: 
T-BUS 115. 


T-BUS 120 Accounting 5 2 6 

Principles, techniques and tools of accounting, for understanding of the 
mechanics of accounting. Collecting, summarizing, analyzing, and report- 
ing information about service and mercantile enterprises, to include practi- 
cal application of the principles learned. Prerequisite: T-MAT 110. 


T-BUS 121 Accounting 2 

Partnership and corporation accounting including a study of payrolls, 
federal and state taxes. Emphasis is placed on recording, summarizing and 
interpreting data for management control rather than on bookkeeping 
skills. Accounting services are shown as they contribute to the recognition 
and solution of management problems. Prerequisite: T-BUS 120. 


T-BUS 123 Business Finance 3 0 3 

Financing of business units, as individuals, partnerships, corporations, and 
trusts. A detailed study is made of short-term, long-term, and consumer 
financing. Prerequisite. None. 


T-BUS 124 Business Finance 3 0 3 

Financing, federal, state, and local government and the ensuing effects 
upon the economy. Factors affecting supply of funds, monetary and credit 
policies. Prerequisite: T-BUS 123. 


T-BUS 183M Terminology and Vocabulary 3 0 3 
To develop an understanding of the terminology and vocabulary appro- 
priate to the course of study, as it is used in business, technical, and pro- 


fessional offices. Prerequisite: T-BUS 107. (T-BUS 183E—Elective for 
Executive Secretary) 


T-BUS 205 Advanced Typewriting 2 3* 3 


Emphasis is placed on the development of individual production rates. 
The student learns the techniques needed in planning and in typing projects 
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that closely approximate the work appropriate to the field of study. These 
projects include review of letter forms, methods of duplication, statistical 
tabulation, and the typing of reports, manuscripts and legal documents. Pre- 
pe rse: T-BUS 104. Speed requirement, 50 words per minutes for five 
minutes. 


T-BUS 206E Dictation and Transcription 3 2 4 
Develops the skill of taking dictation and of transcribing at the type- 
writer materials appropriate to the course of study, which includes a 
review of the theory and the dictation of familiar and unfamiliar material 
at varying rates of speed. Minimum dictation rate of 100 words per minute 
required for five minutes on new material. Prerequisite: T-BUS 108. 


BUS 206M Dictation and Transcription 
(Medical) (4) 

Develops the skills of taking dictation and transcribing materials appro- 
priate to the course of study, which includes a review of the theory and 
the dictation of familiar and unfamiliar material at varying rates of 
speed. Prerequisite: T-BUS 108. 


T-BUS 207E Dictation and Transcription 3 2 4 

Covering materials appropriate to the course of study, the student de- 
velops the accuracy, speed, and vocabulary that will enable her to meet the 
stenographic requirements of business and professional offices. Minimum 
dictation rate of 110 words per minutes required for five minutes on new 
material. Prerequisite: T-BUS 206E 


BUS 207M Dictation and Transcription 
(Medical) (4) 

Covering materials appropriate to the course of study, the student de- 
velops the accuracy, speed, and vocabulary that will enable her to meet 
the stenographic requirements of business, technical, and professional 
offices. Prerequisite: T-BUS 206. 


T-BUS 208E Dictation and Transcription 3 2, 4 

Principally a speed building course, covering materials appropriate to 
the course of study, with emphasis on speed as well as accuracy. Minimum 
dictation rate of 120 words per minutes required for five minutes on new 
materials. Prerequisite: T-BUS 207. 


BUS 208M Dictation and Transcription 
(Medical) (4) 
Principally a speed-building course, covering materials appropriate to the 
course of study, with emphasis on neatness as well as accuracy. Pre- 
requisite: T-BUS 207. 


T-BUS 211 Office Machines 2 2 3 

Instruction in the operation of the bookkeeping-accounting machines, 
duplicating equipment, and the dictating and transcribing machines. Pre- 
requisite: T-BUS 110. 


T-BUS 213 Office Practice 3 2 4 

Design to acquaint the student with the responsibilities encountered in 
a general office. Emphasis on improving work habits and_ procedures, 
and developing skills and knowledge in the general clerical field. Pre- 
requisite: None. 


“T-BUS 214 Secretarial Procedures 3 2 4 

Designed to acquaint the student with the responsibilities encountered 
by a secretary during the work day. These include the following: reception- 
ist duties, handling the mail, telephone techniques, travel information, 
telegrams, office records, purchasing of supplies, office organization, and 
insurance claims. Prerequisite: None. 
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T-BUS 215M Office Application (Elective) 6 0 6 

During the sixth quarter only, students are assigned to work in a busi- 
ness, technical or professional office for six hours per week. The objective 
is to provide actual work experience for secretarial students and an 
opportunity for the practical application of the skills and knowledge 
previously learned, according to the course of study. Prerequisite: T-BUS 
214, T-BUS 205, T-BUS 208, T-BUS 211. 


T-BUS 215E Office Application (Elective) 6 0 6 

During the sixth quarter only, students are assigned to work in a busi- 
ness, technical or professional office for six hours per week. The objective 
is to provide actual work experience for secretarial students and an oppor- 
tunity for the practical application of the skills and knowledge previously 
learned, according to the course of study. Prerequisite: T-BUS 214, T-BUS 
205, T-BUS 208, T-BUS 211. 


T-BUS 217 Business Law (Elective) 3 0 3 

A study of the powers, policies, methods, and procedures used by the 
various federal, state and local administrative agencies in promoting and 
regulating business enterprises. It includes a consideration of the consti- 
tutional and statutory limitations on these bodies and judicial review of 
administrative action. Prerequisite: T-BUS 116. 


T-BUS 219 Credit Procedures and 
Problems (Elective) 3 0 3 
Principles and practices in the extension of credit: collection procedures; 


laws pertaining to credit extension and collection are included. Prerequisite: 
T-BUS 120. 


T-BUS 229 Taxes 3 2, 4 
Application of federal and state taxes to various businesses and business 

conditions. A study of the following taxes: income, payroll, intangible, 

capital gain, sales and use, excise, and inheritance. Prerequisite: T-BUS 121. 


T-BUS 232 Sales Development 3 0 3 

A study of retail, wholesale and specialty selling. Emphasis is placed 
up mastering and applying the fundamentals of selling. Preparation 
for and execution of sales demonstrations required. Prerequisite: None. 


T-BUS 233 Personnel Management (Elective) 3 0 3 

Princip.es of organization and management of personnel, procurement, 
placement, training, performance checking, supervision, renumeration, labor 
relations, fringe benefits and security. Prerequisite: None. 


T-BUS 235 Business Management 3 0 3 

Fr_nciples of business management including overview of major functions 
of management, such as planning, staffing, controlling, directing, and 
financing. Clarification of the decision-making function versus the operat- 
ing function. Role of management in business—qualifications and require- 
ments. Prerequisite: None. 


T-BUS 237 Wholesaling (Elective) 3 0 3 
The development of wholesaling; present day trends in the United States. 

A study of the functions of wholesaling. Prerequisite: None. 

T-BUS 239 Marketing 5 0 5 


A general survey of the field of marketing, with a detailed study of the 


functions, policies, and institutions involved in the marketing process. Pre- 
rerequisite: None. 


T-BUS 241 Sales Promotion Management 
(Elective) 3 0 3 
Telescope and activities of sales promotion with emphasis on the co- 
ordination of advertising, display, special events, and publicity, external 
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and internal methods of promoting business budgeting, planning, and 
implementing the plan. Prerequisites: T-BUS 232, T-BUS 243. 


T-BUS 243 Advertising 3 2 4 

The role of advertising in a free economy and its place in the media of 
mass communications. A study of advertising appeals; product and market 
research; selection of media; means of testing effectiveness of advertising. 
Theory and practice of writing adversising copy for various media. Pre- 
requisite: None. 


T-BUS 245 Retailing (Elective) 3 0 3 

A study of the role of retailing in the economy, including development 
of present retail structure, functions performed, principles governing 
effective operation and managerial problems resulting from current eco- 
nomic and social trends. Prerequisite: None. 


T-BUS 247 Business Insurance (Elective) 3 0 3 
A presentation of the basic principles of risk insurance and their appli- 
ee A survey of the various types of insurance is included. Prerequisite: 
one. 


T-BUS 255 Interpreting Accounting Records 
(Elective) 3 0 
Designed to aid the student in developing a “use understanding” of ac- 
counting records, reports and financial statements. Interpretation, analysis, 
and utilization of accounting statements. Prerequisite: T-BUS 121. 


T-BUS 266 Budget and Record Keeping 
(Elective) 3 0 3 
The basic principles, methods, and procedures for preparation and 
operation of budgets. Special attention is given to the involvement of indi- 
dual departments and the role they play. Emphasis on the necessity for 
accurate record keeping in order to evaluate the effectiveness of budget 
planning. Prerequisite: T-BUS 121. 


T-BUS 271 Office Management 3 0 
Presents the fundamental principles of office management. Emphasis on 
the role of office management including its functions, office automation, 
PenDMe, controlling, organizing and actuating office problems. Prerequisite: 
one. 


T-BUS 272 Principles of Supervision 3 0 3 
Introduces the basic responsibilities and duties of the supervisor and his 
relationship to superiors, subordinates, and associates. Emphasis on secur- 
ing an effective work force and the role of the supervisor. Methods of 
supervision are stressed. Prerequisite: None. 


BUS 284M Terminology and Vocabulary 
(Medical) (3) 
Greater emphasis on an understanding of the terminology and vocabulary 
appropriate to the course of study, as it is used in a professional office. 
Prerequisite: T-BUS 383. 


BUS 1101 Cost Records & Cost Estimates 2 0 2 

Estimate of cost (materials, labor, overhead, etc.). Materials cost deals 
with price and grade, cost of delivery and storage, and percent utilization. 
Labor cost studies deal with such factors as time required, hourly rate, 
quantities produced, turnover and cost of training. Overhead costs are 
studied over specific periods of time with advantages and limitations of 
prorating overhead items of cost. 
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BUS 1103 Small Business Operations 

An introduction to the business world, problems of small business 
operation, basic business law, business forms and records, financial prob- 
lems, ordering and inventorying, layout of equipment and offices, methods 
of improving business, and employer-employee relations. Prerequisite: None. 


BUS 1105 Industrial Organizations 3 0 3 

Methods, techniques, and practices of modern management in planning, 
organizing and controlling operations of a manufacturing concern. Intro- 
duction to the competitive system and the factors constituting product 
cost. Prerequisite: None. 


BUS 1111 Collecting & Reporting Information 2 2, 3 

This course deals with the development of methods of collecting different 
types of data and information needed in the furniture industry for better 
production control, cost estimates, and cost analysis. Emphasis will be 
given to accurate collections of data and methods of presenting it neatly 
and effectively. 


CABINET MAKING 


CAB 1110 Case Goods Materials 
and Methods 2 3 3 
A comprehensive study of the materials and methods of the furniture 
making trade. Woods, metals, plastics, and other materials used in making 
of case goods. Basic woodworking operations and methods of joining of 
wood. Appliques and edgings, and hardware will be included. Prerequisite: 
None 


CARPENTRY 


CAR 1101 Carpentry 3 15 8 

A brief history of carpentry and present trends of the construction in- 
dustry. The course will involve operation care and safe use of carpenters 
hand tools and power tools in cutting, shaping and joining construction 
materials used by the carpenter. Major topics of study will include theoreti- 
cal and practical applications involving materials and methods of con- 
struction; building layout; preparation of site; footings and foundation 
oe construction including form construction and erection. Prerequisite: 
yone. . 


CAR 1102 Carpentry: Millwork and 
Cabinetmaking 3 15 8 

Cabinet making and millwork as performed by the general carpenter for 
building construction. Use of shop tools and equipment will be emphasized 
in learning methods of construction of millwork and cabinetry. Practical 
applications will include measuring, layout and construction of: base and 
wall cabinets, built in desk, door and window frames; stairs; and interior 
and exterior cornice and trim. Materials and finishes will also be studied. 
Prerequisites: CAR 1101, DFT 1110. 


CAR 1103 Carpentry: Framing 3 15 8 
Instruction is given in the principles and practices of frame construction 
beginning with the foundation sills and including: floor joist; subfloor; wall 
studs; ceiling joist, rafters, bridging, bracing, sheathing and interior wall 
partition. Roof construction includes the layout and construction methods of 
common types of roofs using standard rafter construction, truss construc- 
tion, and post and beam construction. Application and selection of sheath- 
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ing and roofing is included. Consideration is given to the coordination 
of carpentry work with installation of the mechanical equipment such as: 
electrical, air conditioning, heating, and plumbing. Prerequisites: CAR 
1101, DFT 1111. 


CAR 1104 Carpentry: Finishing 3 18 9 

Exterior and interior trim and finish carpentry will complete the general 
carpentry program. Included will be materials and methods used in finish- 
ing carpentry such as: exterior cornice, door and window trim; interior 
flooring, door and window facing, moldings, and cornice construction; in- 
stallation of hardware, and installation of built in equipment and cabinets. 
Prerequisites: CAR 1103, DFT 1111. 


CAR 1113 Carpentry: Estimating 3 3 4 

This is a practical course in quantity “take off” from prints of jobs per- 
formed by the carpenter. Figuring the quantities of materials needed and 
costs of building various components and structures. Prerequisites: DFT 
1111, MAT 1112. 


CAR 1114 Building Codes 3 0 3 

A study is made of building codes and the minimum requirements for. 
local, county, and state construction regulations. This involves safety, sani- 
tation, mechanical equipment and materials. Also, a review will be made 
of the minimum property requirements of the Federal Housing Adminis- 
tration and the North Carolina State Code. Prerequisite: CAR 1103. Co- 
requisite: CAR 1104. 


CHEMISTRY 


T-CHM 101 Chemistry (Elective) 4 2 5 

Study of the physical and chemical properties of substances, chemical 
changes, elements, compounds, gases, chemical combinations, weights and 
measurements, theory of metals, acids, bases, salts, solvents, solutions, and 
emulsions. In addition, study of carbohydrates, electrochemistry, electro- 
lytes, and electrolysis in their application of chemistry to industry. Pre- 
requisite: T-MAT 101. 


COSMETOLOGY 


COS 1101 Introduction to Cosmetology 5 1 66 
Designed to give the student a background for the profession and an 
understanding of the laws and civic responsibilities involved. 


COS 1102 Bacteriology, Sanitation and 
First Aid 5 2 77 
A study of bacteriology to prevent the spread of disease in the shops, 
and instructions in sanitary measures and laws. Empasis is placed on safety 
and methods of rendering first aid. Alo instruction in health needs and 
habits of an individual. 


COS 1103 Shampoo and Rinse 

This course covers the theory and practical training necessary to develop 
the manipulative skill shampooing. Emphasis is placed on composition 
and application of various rinses. 


COS 1105 Finger Waving and Pin Curling 1 9 110 

A study of hair, use of comb, fingers, and waving lotion to produce a 
wave. The different styles of finger waving, pin curling, and roller curl 
are studied to enable the student to make application of finger waving and 
pin curling to various hair styles. 
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COS 1106 Hair Shaping 1 9 110 
Skill in the use of scissors and razor for shaping the hair is developed 

in this course. The student becomes familiar with various methods of cutting 

hair which may be applied to specific hair styling and permanent waving. 


COS 1107 Manicuring ih 2 33 

The care of the hands and nails with emphasis on correct procedures, 
techniques, materials, and equipment used in giving a manicure. Also 
attention devoted to developing an understanding of the relationship be- 
tween customer and operator. 


COS 1110 Permanent Waving— 
Cold and Heat Wave 2 15 187 
This course is designed to provide a foundation for the practical art of 
permanent waving. Such topics as types of permanent wave, texture and 
elasticity of hair, and shaving of hair are included. Also the methods of 
permanent waving are taught. 


COS 1111 Hair Styling and Wig Care 7: 9 121 

This course deals with the fundamental principles of hair styling and 
wig care. Through study of the contour of the head and face a student 
learns to see the relationship of these features to various hair styles. Also 
extensive practice in the proper use of sculpture curls, brushing, and 
combing are included. 


COS 1112 Personality 2 0 22 
Designed to develop a pleasing personality, charm, and poise necessary 
to every one in the beauty field. 


COS 1115 Tinting and Bleaching 1 8 99 

A study of techniques and applications involved in giving hair tints 
and bleaches; reaction of chemicals to certain textures of hair; composition, 
merits, and limitations of softeners, developers, hair tints, and bleaches. 


COS 1116 Scalp Treatments a 2 33 
A study of the principles, techniques, materials, supplies and applications 
used in giving scalp treatments. 


COS 1118 Anatomy I 3 2 55 
The structure and function of the bones, muscles, and nerves with par- 
ticular emphasis upon their application of cosmetology. 


COS 1119 Anatomy II i 4 66 

A continuation of anatomy with additional emphasis on the structure 
and function of bones, muscles and nerves as applied to the work of the 
cosmetologist. 


COS 1120 Facials il 5 66 

Designed to aid in the undertaking of the principles, techniques, purpose, 
application and benefits of facial massage and cosmetic use. The various 
types of facials appropriate for different types of skin studied. 


COS 1121 Disorders of Skin, 
Nails and Hair 5 3 88 
The cause, identification, and treatment of common skin disorders and 
scalp diseases. 


COS 1122 Electricity 3 1 44 

Designed to acquaint the student to electricity in its different phases as 
applied to cosmetology. Such topics as wallplate, high frequency and 
electrodes are studied and discussed. 
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COS 1123 Chemistry 2 ul 33 

Designed to give the student an understanding of the basic principles of 
chemistry as they apply to the field of cosmetology. The major areas of 
work studied in this course are: fundamentals of chemistry, chemistry of 
soaps, hair preparations, nail preparations, deodorant preparations, creams 
and lotions, and facial preparations. 


COS 1124 Operational Management 1 0 11 

Designed to give the student an understanding of the principles relating 
to the operation of a beauty shop. Emphasis on equipment, finance, and 
management. 


DATA PROCESSING 


T-EDP 101 Functional Wiring Principles oe 3 3 

The fundamental principles of wiring necessary to perform basic ma- 
chine functions of printing, punching, comparing and selection. A series 
of laboratory experiments support the theoretical aspects of this course. 
Prerequisite: None. 


T-EDP 102 Functional Wiring Principles 2 3 3 
Additional study of the fundamental principles of wiring necessary to 
perform basic machine functions of printing, punching, comparing and 
selection with emphasis on the accounting machine. A series of laboratory 
papetunsuts support the theoretical aspects of this course. Prerequisite: 


T-EDP 104 Introduction to Data Processing 
System 3 2 4 
Fundamental concepts and operational principles of data processing sys- 
tems, as an aid in developing a basic knowledge of computers, prerequisite 
to the detail study of particular computer problems. This course is a pre- 
requisite for all programming courses. Prerequisite: None. 


T-EDP 106 Business Programming Languages Be 4 4 

The study of business processors and compiler languages. The student 
programs in such current applicable business languages as SPS II—DISK 
and COBOL. Prerequisite: T-EDP 104, 


T-EDP 108 Scientific Programming Languages ve 4 4 

The study of scientific compiler languages. The student programs in a 
current applicable scientific language, FORTRAN, with an introduction to 
ALGOL and GOTRAN, Prerequisite: T-EDP 104 and 106. 


DRAFTING 


T-DFT Technical Drafting 0 6* 2 

The field of drafting is introduced as the student begins study of drawing 
principles and practices of print reading and describing objects in the 
graphic language. Basic skills and techniques of drafting included are: use 
of drafting equipment, lettering, freehand orthographic and pictorial sketch- 
ing, geometric construction, orthographic instrument drawing of principal 
views, and standards and practices of dimensioning. The principles of iso- 
metric, oblique, and perspective are introduced. Prerequisite: None 


T-DFT 102 Technical Drafting 0 6* 2 
The application of orthographic projection principles to the more complex 
drafting problems, primary and secondary auxiliary views, simple and suc- 
cessive revolutions, and sections and conventions will be studied. Most 
important is the introduction of the graphical analysis of space problems. 
Problems of practical design elements involving points, lines, planes, and 
a combination of these elements shall be studied. Dimensioning practices for 
“details” and “working drawings,” approved by the American Standards 
Association will also be included. Introduction is given to intersections and 
developments of various types of geometrical objects. Prerequisite: T-DFT 
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T-DFT 103 Technical Drafting 0 6* 

Intersection and developments and their practical solutions. Where appli- 
cable, model solutions accompany the problems. The various techniques 
employed to produce and render isometric and oblique drawings, isometric, 
dimetric and trimetric projections, will be included. Prerequisite: T-DFT 
102. 


T-DFT 201 Technical Drafting 2 6 4 

Applications and constructions of charts, graphs, and nomographs in 
engineering and technical data. Screw threads, springs, keys, rivets, piping, 
and welding symbols, methods of representing and specifying will be 
covered. Basic mechanisms of motion transfer, gears and cams, will be 
studied and drawn with emphasis on methods of specifying, calculating, 
dimensions, and delineating. Prerequisite: T-DFT 103. 


T-DFT 204 Descriptive Geometry 2 4 4 

Graphic analysis of space problems involving points, lines, planes, con- 
nectors, and a combination of these. Practical design problems will be 
stressed with analytical verification where applicable. Visualization shall 
be stressed on every problem. Prerequisites: T-DFT 102, T-MAT 102. 


T-DFT 205 Design Drafting I 2, 6* 4 

Basic design is introduced in the study of motion transfer mechanisms as 
they relate to power trains. Principles of design sketching, design drawing, 
layout drafting, detailing from layouts, production drawings and simplified 
drafting practices constitute areas of study. Types of methods of specify- 
ing materials and workmanship are an integral part of the course. Pre- 
requisites: T-DFT 204, T-MAT 102, T-PHY 102. 


T-DFT 206 Design Drafting II 2 6* 4 

Research to solve a problem in design by consulting various manuals, 
periodicals, and through laboratory experiments. A written technical 
report, preliminary design sketches, layout drawings, detail drawings, as- 
sembly and sub-assembly drawings, pictorial drawings, exploded pictorial 
assembly, patent drawings and specifications are required as a part of 
the problem. Prerequisites: T-DFT 205, T-DFT 210. 


T-DFT 211 Mechanisms 3 2 4 

Mathematical and drafting room solutions of problems involving the 
principles of machine elements. Study of motions of linkages, velocities 
and acceleration of points within a link mechanism; layout methods for 
designing cam, belts, pulleys, gears and gear trains. Prerequisites: T-DFT 
201 and 204, T-MAT 103, T-PHY 106. 


T-DFT 212 Jig and Fixture Design (Elective) 2 6* 4 

Commercial standards, principles, practices and tools of jig and fixture 
design. Individual project and design work to acquaint students with the 
types of jigs and fixtures and their design. Prerequisites: T-DFT 205, T-DFT 
ra is 


DFT 1101 Schematics & Diagrams: 
Power Mechanics 0 3 i 
Interpretation and reading of blueprints. Development of ability to read 
and interpret blueprints, charts, instruction and service manuals, and wiring 
diagrams. Information on the basic principles of lines, views, dimensioning 
procedures, and notes. Prerequisite: None. 


DFT 1104 Blueprint Reading: Mechanical 0 3 1 
Interpretation and reading of blueprints. Information on the basic princi- 


ples of the blueprint; lines, dimensioning procedures and notes. Prerequi- 
site: None. 
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DFT 1105 Blueprint Reading: Mechanical 0 3 1 

Further practice in interpretation of blueprints as they are used in 
Industry; study of prints supplied by industry; making plans of operations; 
introduction to drafting room procedures; sketching as a means of passing 
on ideas, information and processes. Prerequisite: DFT 1104. 


DFT 1106 Blueprint Reading: Mechanical 0 3 1 

Advanced blueprint reading and sketching as related to detail and assem- 
bly drawings used in machine shops. The interpretation of drawings of 
complex parts and mechanims for features of fabrications, construction 
and assembly. Prerequisite: DFT 1105. 


DFT 1110 Blueprint Reading: Building Trade 0 3 1 

Principles of interpreting blueprints and specifications common to the 
building trades. Development of proficiency in making three view and 
pictorial sketches. Prerequisite: None. 


DFT 1111 Blueprint Reading & Sketching 0 3 1 

Principles of interpreting blueprints and specifications common to the 
building trades. Practice in reading details for grades, foundations, walls, 
elevations, chimneys, fireplaces, arches and cavity wall construction. De- 
velopment of proficiency in making three view and pictorial sketches. Pre- 
requisite: DFT 1110. 


DFT 1112 Blueprint Reading & Sketching 0 3 1 

Designed to develop abilities in reading complex drawings in the masonry 
field. Blueprints of residential and commercial buildings will be studied with 
emphasis on the plot plan, floor plan, basement and/or foundation plan, 
walls and various detailed drawings of masonry work. Prerequisite: DFT 
1111. 


DFT 1113 Blueprint Readings: Electrical 0 3 1 
Interpretation of schematics, diagrams and blueprints applicable to electri- 
cal installations with emphasis on electrical plans for domestic and com- 
mercial buildings. Sketching schematics, diagrams, and electrical plans for 
electrical installations using appropriate symbols and notes according to 
the applicable codes will be a part of this course. Prerequisite: DFT 1110. 


DFT 1117 Blueprint Reading: Welding 0 3 i 

A thorough study of trade drawings in which welding procedures are 
indicated. Interpretation, use and application of welding symbols, abbrevi- 
ations, and specifications. Prerequisite: DFT 1104. 


DFT 1118 Pattern Development and Sketching 0 3 1 

Continued study of welding symbols; methods used in layout of sheet 
steel; sketching of projects, jigs and holding devices involved in welding. 
Special emphasis is placed on developing pipe and angle layouts by the use 
of patterns and templates. Prerequisite: None. 


DFT 1121 Drafting on 12. ul 

An introduction to drafting and the study of drafting practices. Instruc- 
tion is given in the selection, use and care of instruments, single-stroke 
lettering, applied geometry, freehand sketching consisting of orthographic 
and pictorial drawings. Orthographic projection, reading and instrument 
drawing of principal views, single auxiliary views (primary), and double 
(oblique) auxiliary views will be emphasized. Dimensioning and note 
practices will be studied with reference to the American Standards As- 
sociation practices. Methods of reproducing drawings will be included at 
the appropriate time. Prerequisite: None. 


DFT 1121-1 Drafting (Part Time) 2 5 4 


An introduction to drafting and the study of drafting practices. In- 
struction is given in the selection, use and care of instruments, single- 
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stroke lettering, applied geometry, freehand sketching consisting of ortho- 
graphic and pictorial drawings. Orthographic projection, reading and instru- 
ment drawing of principal views, single auxiliary views (primary), and 
double (oblique) auxiliary views will be emphasized. Dimensioning and 
note practices will be studied with reference to the American Standards 
Association practices. Methods of reproducing drawings will be included 
at the appropriate time. Prerequisite: None. 


DFT 1121-2 Drafting (Part Ttime) ” 6 4 
Continuation of Drafting 1121-1. 


DFT 1122 Drafting 3 6 5 

The trainee will study simple and successive revolutions and their appli- 
cations to practical problems. Sections and conventions will be studied and 
both detail and assembly sections will be drawn. Intersections and develop- 
ments will be studied by relating the drawing to the sheet metal trades. 
Models of the assigned drawings will be made from construction paper, 
cardboard, or similar materials as a proof of the solution to the problems 
drawn. 

Methods of drawing and projecting axonometric, oblique, and perspective 
drawings will be studied with emphasis on the practical applications of 
Pictorial drawings. Various methods of shading will be introduced and 
dimensioning and sectioning of oblique and axonometric pictorials will be 
done. Prerequisite: DFT 1121. 


DFT 1125. Descriptive Geometry 2 3 

Graphical analysis of space problems. The problems deal with practical 
design elements involving points, lines, planes, connectors, and a combi- 
nation of these. Included are problems dealing with solid geometry theorems. 
Where applicable, each graphical solution shall be accompanied by the 
analytical solution. Prerequisite: DFT 1121. 


DFT 1130 Drafting (Sketching) 2 5 4 


DFT 1131 Mechanical Drafting 3 12 1 

An introduction to mechanical drafting beginning with problems con- 
cerning precision and limit dimensioning. Methods of fastening materials, 
and fasteners: keys, rivets, springs, and welding. Symbols will be studied 
and drawings will be made involving these items. Principles of design will 
be introduced with the study of basic mechanisms of motion transfer; gears, 
cams, power trains, pulleys, belting and methods of specifying and calculat- 
ing dimensions will be studied. Drawings will be made oN? these 
mechanisms. Prerequisite: DFT 1122. 


DFT 1131-1 Mechanical Drafting (Part Time) 2 6 4 
DFT 1131-2 Mechanical Drafting (Part Time) 2 6 4 
DFT 1132 Mechanical Drafting 3 12 " 


Principles of design sketching, design drawings, layout drafting, detailing 
from layout drawings, production drawings and simplified drafting prac- 
tices constitute areas of study. Forging and casting drawings will be made 
from layouts. Specifications, parts list and bill of materials are emphasized 
in this course. The student will develop a complete set of working drawings 
of a tool, jig, fixture or simple machine and learn principles of design, 
handbook and manual usage. Prerequisite: DFT 1131. 


DFT 1132-1 Mechanical Drafting (Part Time) 1 5 3 


DFT 1132-2 Mechanical Drafting (Part Time) 2 6 4 
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BFT 1135 Furniture Drafting 3 12, 7 

An introduction to furniture drafting. Anatomical relationships influenc- 
ing furniture construction and design. Furniture parts. Scale drawings 
and full-size drawings will be made. Dimensioning practices and notes 
will be studied. Prerequisite: DFT 1122. 


DFT 1136 Furniture Drafting 3 15 8 

The “working drawing” will be studied and a complete set of drawings 
will be made of a group of furniture. Related architectural considerations 
will be included. Noted and materials list will accompany the set of draw- 
ings. Prerequisites: DFT 1135, UPH 111, CAB 1110. 


DFT 1137 Furniture Specifications 3 0 3 

Furniture specifications and billing of materials will be studied. Materials, 
fabrication, workmanship, finishes, crating and shipping instructions will 
be included. Prerequisites: DFT 1135, UPH 1111, CAB 1110. 


DFT 1138 Furniture Styling and Decoration 3 0 3 
A study of the periods and styles of furniture and of the factors which 
influenced their development. Methods of styling and decorating will be 
ped along with basic principles of design. Prerequisites: UPH 1111, 
1110. 


ECONOMICS 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-ECO 102 Economics 3 0 


The fundamental principles of economics including the institutions and 
practices by which people gain a livelihood. Included is a study of the laws 
of supply and demand and the principles bearing upon production, exchange, 
distribution, and consumption both in relation to the individual enterprise 
and to society at large. Prerequisite: None. 


T-ECO 104 Economics 3 0 3 

Greater depth in principles of economics, including a penetration into the 
composition and pricing of national output, distribution of income, inter- 
national trade and finance, and current economic problems. Prerequisite: 
T-ECO 102. 


T-ECO 108 Consumer Economics (Elective) 3 0 3 

Designed to help the student use his resources of time, energy, and 
money to get the most out of life. It gives the student an opportunity to 
build useful skills in buying, managing his finances, increasing his re- 
sources, and to understand better the economy in which he lives. Prerequi- 
site: None. 


ELECTRICAL 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-ELC 201 Electrical Machinery (Elective) 3 0 


A course in the basic understanding and application of electricity to 
modern industrial machinery. Included is a study of direct current motors, 
motor controls and protecting devices, transformers, and the industrial 
applications of this equipment. Prerequisite: T-PHY 103. 
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ELC 1112 Direct and Alternating Current 5 12 9 

A study of the electrical structure of matter and electron theory, the 
relationship between voltage, current, and resistance in series, parallel, and 
series-parallel circuits. An analyses of direct current circuits by Ohm’s 
Law and Kirkchhoff’s Law. A study of the sources of direct current voltage 
potentials. Fundamental concepts of alternating current flow, reactance, 
impedance, phase angle, power, and resonance. Analysis of alternating cur- 
rent circuits. Prerequisite: None. 


ELC 1112-1 Direct and Alternating 
Currents (Part Time) 2 6 4 


ELC 1112-2 Direct and Alternating 
Currents (Part Time) 2 6 4 


ELC 1113 Alternating Current and Direct 
Current and Machines and Controls 5 2, 9 

Provides fundamental concepts in single and polyphase alternating cur- 
rent circuits, voltages, currents, power measurements, transformers, and 
motors. Instruction in the use of electrical test instruments in circuit 
analysis. The basic concepts of AC and DC machines and simple system con- 
trols. An introduction to the type control used in small appliances such as: 
thermostats, times, or sequencing switches. Prerequisites: ELC 1112, MAT 
1115. 


ELC 1113-1 Alternating Current and Direct Current 


Machines and Controls (Part Time) 2 6 4 
ELC 1113-2 Alternating Current and Direct Current 

Machines and Controls (Part Time) 2 6 4 
ELC 1121 Electrical Machines and Controls 2 2, 3 


An introduction to the construction, operation and utilization of direct 
current and alternating current machines. Familiarization with the various 
types of machine control devices. Prerequisite: None. 


ELC 1122 Electrical Maintenance 3 6 5 

A study is made of those parts of the electrical code which affect the 
work of the industrial maintenance electrician. Practical experience is 
provided in wiring, installing and connecting the various types of services 
for lighting, heating and power installations. Training is provided in 
troubleshooting in the identification and testing of circuits, in making 
mechanical adjustments and related maintenance operations. Schematic 
diagrams are used showing the plan of operation for each system. Pre- 
requisite: 


ELC 1124 Residential Wiring 5 9 8 

Provides instruction and application in the fundamentals of blueprint 
reading, planning, layout, and installation of wiring in residential appli- 
cations such as: services, switchboards, lighting, fusing, wire sizes, branch 
circuits, conduits, National Electrical Code regulations in actual building 
mock-ups. Prerequisite: ELC 1113, DFT 1110. 


ELC 1125 Commercial and Industrial Wiring 5 2, 9 

_ Layout, planning, and installation of wiring systems in commercial and 
industrial complexes, with emphasis upon blueprint reading and symbols, 
the related National Electrical Codes, and the application of the funda- 
mentals to practical experience in wiring, conduit preparation, and instal- 
lation of simple systems. Prerequisites: ELN 1118, ELC 1124. 
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ELC 1125-1 Commercial and Industrial 


Wiring (Part Time) 2 6 4 
ELC 1125-2 Commercial and Industrial 
Wiring (Part Time) 2 6 4 
ELECTRONICS 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-ELN 201 Industrial Controls (Elective) 3 2 4 


Industrial controls is the study of modern methods of controlling 
machinery by electronic circuitry. Machinery controls and _ electronic 
that automatically operate machines will be studied. Types of motors, 
generators, control signals and devices, thyratrons, gates, switches, and 
seme anim circuits are major areas of study. Prerequisite: T-PHY 
03. 


ELN 1118 Industrial Electronics 3 6 5 

Basic theory, operating characteristics, and application of vacuum tubes 
such as: diodes, triodes, tetrodes, pentodes, and gaseous control tubes. An 
introduction to amplifiers using triodes, power supplies using diodes, and 
other basic applications. Prerequisite: ELC 113. 


ELN 1119 Industrial Electronics 3 6 5 

Basic industrial electronic systems such as: motor controls, alarm sys- 
tems, heating systems and controls, magnetic amplifier controls, welding 
control systems using thyratron tubes, and other basic types and systems 
commonly found in most industries. Prerequisite: ELN 1118. 


ENGLISH 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-ENG 101 Grammar 3 0 3 


Designed to aid the student in the improvement of self-expression in 
grammar. The approach is functional with emphasis on grammar, diction, 
sentence structure, punctuation, and spelling. Intended to stimulate stu- 
dents in applying the basic principles of English grammar in their 
day-to-day situations in industry and social life. Prerequisite: None 


SECOND QUARTER 


T-ENG 102 Composition 3 0 3 

Designed to aid the student in the improvement of self-expression in 
business and technical composition. Emphasis is on the sentence, para- 
graph and whole composition. Prerequisite: T-ENG 101. 


THIRD QUARTER 


T-ENG 103 Report Writing 3 0 3 
The fundamentals of English are utilized as a background for the organi- 
zation and techniques of modern report writing. Exercises in developing 
typical reports, using writing techniques and graphic devices are com- 
pleted by the students. Practical application in the preparation of a full- 
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length report is required of each student at the end of the term. This 
report must have to do with something in his chosen curriculum. Pre- 
requisite: T-ENG 102. 


ENG 204 Oral Communication 3 0 3 

A study of basic concepts and principles of oral communications to 
enable the student to communicate with others. Emphasis is placed on 
the speaker’s attitude, improving diction, voice, and the application of 
particular techniques of theory to correct speaking habits and to produce 
effective oral presentation. Particular attention given to conducting meet- 
ings, conferences, and interviews. Prerequisite: Grammar. 


T-ENG 206 Business Communication 3 0 3 

Develops skills in techniques in writing business communications. Empha- 
sis is placed on writing action—getting sales letters and prospectuses. 
Business reports, summaries of business conferences, letters involving credit, 
collections, adjustments, complaints, orders, acknowledgements, remit- 
tances, and inquiry. Prerequisite: Report Writing 


ENG 1101 Reading Improvement 2 0 2 22 

Designed to improve the student’s ability to read rapidly and accurately. 
Special machines are used for class drill to broaden the span of recognition, 
to increase eye coordination and word group recognition and to train for 
comprehension in larger units. Prerequisite: None. 


ENG 1102 Communication Skills 3 0 3 33 
Designed to promote effective communication through correct language 
usage in speaking and writing. Prerequisite: ENG 1101. 


T-ENG Reading Improvement (Elective) Pe 0 2 

A concentrated effort to improve the student’s ability to comprehend 
what he reads by training him to read more rapidly and accurately. Special 
machines are used for class drill to broaden the span of recognition, to in- 
crease eye coordination and word group recognition, and to train for 
comprehension in larger units. Reading faults of the individual are 
analyzed for improvement, and principles of vocabulary building are 
stressed. Prerequisite: None. 


T-ENG 201 American Literature 3 0 3 

A general survey of American Literature between 1607 and 1870. The 
chief writers of this period and their writings are assigned and discussed 
with an aim to develop some appreciation of thc growth of American 
thought as revealed in the literature of the period. Prerequisite: 


T-ENG.202 American Literature 3 
A continuation of the study of American Literature from 1870 to the 
present. Prerequisite: 


FURNITURE 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
FURN 1103 Construction and Billing 2 6 4 


Emphasis on construction for satisfactory performance in service, ade- 
quate strength and rigidity, and low cost. Once construction has been de- 
termined, students make accurate bills of material and other manufacturing 
information for the shop. 
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FURN 1104 Characteristics of Woods 
Structure (very elementary only). Wood-moisture relations. Shrink, swell 
and warp. Effect of grain on strength and related properties. Machineability. 


FURN 1105 Glues 1 0 1 

Types of glues with operating advantages and disadvantages. Factors 
affecting strength of glue joints. Time factors, temperature factors and 
pressure factors in using glue. Gap filling characteristics. Effect of grain 
orientation. 


FURN 1106 Furniture Sanding 1 3 2 


FURN 1107 Wood Finishes 1 5 2 

Preparing surface for finish. Process for color, filling of pores, sealing, 
sanding, body coats, rubbing. Cure by drying out solvents, by oxidation, 
by polymerization. Time, temperature, and air circulation requirements 
for various finishes. Causes and cures of defects in finishes. 


FURN 1108 Furniture Manufacturing and 
Processing Equipment I 1 4 3 
This course deals with the setting up, operating procedures, capacities, 
and safety in working with various pieces of furniture equipment tenoner, 
knife grinding machine, and sanding equipment. 


FURN 1109 Furniture Manufacturing and 
Processing Equipment II 1 4 3 
This is a continuation of Furniture Manufacturing and Processing Equip- 
ment I and will deal with more complicated types of furniture equipment 
currently in use in the Lenoir area. 


FURN 1112 Routing and Process Sequences 1 3 2 

Analysis of proper sequence of operations. Use of such charts as are 
helpful. Study of temperature and time elements as are necessary for satis- 
factory processing. Studies of alternate processes. 


FURN 1113 Characteristics of Woods a 0 : 

Structure (very elementary only). Wood-moisture relations. Shrink, 
swell and warp. Effect of grain on strength and related properties. Machine- 
ability. 


INDUSTRIAL SCIENCE 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 


T-ISC 201 Industrial Organization 
and Management (Elective) 3 Otee 3 
Organizational structure for industrial management; operational and 
financial activities, including accounting, budgeting, banking, credit and 
industrial risk, forecasting and markets, selection and layout of physical 
facilities; selection, training and supervision of personnel as found in 
typical industrial organizations. Prerequisite: None. 


T-ISC 202 Quality Control . 3 os 4 
Principles and techniques of quality control and cost saving. Organization 


and procedure for efficient quality control. Functions, responsibilities, 
structure, costs, reports, records, personnel and vendor-customer relation- 
ships in quality control. Sampling inspections, process control and tests 
for significance. Prerequisite: None. 


ah 


T-ISC 203 Motion Study 3 2 4 

Types of methods studies and their applications. Process charts, analysis 
sheets, time study, work simplification, skill and effort rating. Prerequisite: 
None. 


T-ISC 204 Value Analysis (Elective) 3 0 3 
The modern concept in the control of manufacturing production. This 

course will provide the students an opportunity to study a production sys- 

tem with the specific purpose of identifying unnecessary costs. The ob- 

jective of the concepts and techniques of value analysis is to make possible 

a degree of effectiveness in identifying and removing unnecessary cost by 

hee use of sound decisions through a common sense approach. Prerequisite: 
one. 


T-ISC 209 Plant Layout (Elective) o 2 4 

A practical study of factory planning with emphasis on the most 
efficient arrangements of work areas to achieve lower manufacturing costs. 
Layouts for small and medium-sized plants, layout fundamentals, selection 
of production equipment and materials handling equipment. Effective man- 
agement of men, money and materials in a manufacturing operation. Pre- 
requisites: T-MEC 201, T-DFT 102. 


T-ISC 214 Product Development 3 0 3 

This course of study is to familiarize the student with product develop- 
ment as it relates to the complete manufacturing organization. The 
evolution from original idea to retailer involving sales, design and engi- 
neering, cost, plant production, shipping, and outside agencies. Pre- 
requisite: None. 


ISC 1001 Industrial Safety 3 0 3 33 

A study of the overall picture of the accident toll for the nation’s popu- 
lation. It is designed to establish safe work habits in performing the 
occupation. Principles of accident prevention; injury sources and causes; 
accident costs; job safety analysis; accident investigation; methods of 
promoting safe practice, safety education and training; first aid; lifting— 
manually and mechanically; and fire prevention and protection are some 
of the topics discussed. Prerequisite: None. 


ISC 1110 Production Control 3 2 4 55 

Production planning, dispatching, progress reporting, adjusting and re- 
planning systems and charts which help effectively control production 
will be developed and studied. Material wastes controls, labor controls, 
indirect labor controls, and overhead controls as they relate to production 
control. Prerequisites: TEX 1108, TEX 1120, TEX 1110. 


ISC 1121 Cost Records and Cost 
Estimates 3 0 3 33 

Estimate of cost (materials, labor, overhead, etc.). Materials cost deals 
with price and grade, cost of delivery and storage, and percent utilization. 
Labor cost studies deal with such factors as time required, hourly rate, 
quantities produced, turnover and cost of training. Overhead costs are 
studied over specific periods of time with advantages and limitations of pro- 
payne overhead items of cost. Prerequisites: TEX 1108, TEX 1120, TEX 


ISC 1123 Work Measurement S 2 4 55 

The basic study of the principles of work simplification, motion study 
fundamentals, and time study techniques. The use of predetermined time 
schedules and the use of the stop watch as they apply to ask performance 
of the operator in his work performance. The study of flow diagrams and 
methods evaluation for production purposes. Prerequisites: TEX 1108, 
TEX 1120, TEX 1110. 
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ISC 1125 Supervisory Responsibility 3 0 3 33 
This course deals with such topics as fundamentals of supervision, re- 

lationships on the job, human relations, performance and job evaluation, 

event motivating people, and effective communications. Prerequisite: 


ISC 1102 Industrial Organization & Management 3 0 3 

Organizational structure for industrial managament; operational and 
financial activities, including accounting, budgeting, banking, credit and 
industrial risk, forecasting and markets, selection and layout of physical 
facilities; selection, training and supervision of personnel as found in typical 
industrial organizations. Prerequisite: None. 


ISC 1103 Production Control 1 3 2 

Production planning, dispatching, progress reporting, adjusting and 
replanning systems and charts which help effectively control production 
will be developed and studied. Material wastes controls, labor controls, 
indirect labor controls, and overhead controls as they relate to production 
control will be dealth with. 


ICS 1110F Time Study & Time Standards 2 2 3 

Primary emphasis on use of stop watch. Breaking down repetitive oper- 
ation into elements. Timing the elements. Wilk readings. Operator per- 
formance rating. Avoidable delays. Allowances for unavoidable delays. 
Setting time standards. Timing delays. Technique of work sampling. Bench 
marks for “normal work pace. Motion study such as is needed to in- 
telligently use predetermined time standards. Practice in building up 
standard times for specific operations using tables of predetermined times 
for the elements of the operation. 


ISC 1113 Quality Control 3 0 3 

Setting quality standards for customer acceptance. Final inspection to 
police these standards. Prior inspections and specifications to achieve final 
quality standard at minimum cost. Dimensions, tolerances, gages and other 
techniques to control dimensions. Qualities other than dimensions are 
more intangible. How to set standards and police performance in such 
areas. Receiving inspection, in process inspection, sampling. 


ISC 1114 Supervisory Responsibilities 33 0 3 

This course deals with such topics as fundamentals of supervision, re- 
lationships on the job, human relations, performance and job evaluation, 
the art of motivating people, and effective communications. 


LIBRARY 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 


T-LIB 101 Introduction to Library Services 

Short history of libraries and library service. Introduction to card 
catalogue, book catalogue, classification systems with emphasis on Dewey 
Decimal system, and shelf arrangement. Explanation of departmental or- 
ganization and inter-relationship of departments. Prerequisite: None. 


T-LIB 102 Book Selection Tool and Order 
Procedure 3 2 4 
Principles of book selection with emphasis on the sources of guidance 
in book selection, the evaluation of these sources which include book re- 
view, book list, trade bibliographies and publishers’ annotations. The policy 
and practice of buying books and techniques of ordering. Prerequisite: 
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T-LIB 103 Library Reference 3 2 4 

Study of general encyclopedias, special reference works, year books, 
dictionaries, and other basic sources used in reference work. Also this 
course includes practice in the preparation of simple bibliographies, empha- 
sizing correct form. Prerequisite: 


T-LIB 201 Introduction to Classification and 
Cataloging 3 2 4 
An introduction to classification systems with particular emphasis on the 
Dewey Decimal Classification. The purpose is to give an understanding of 
the classification numbers, not to make classifiers of the students. Study 
of the principles of dictionary cataloging. Practice in dictionary cataloging 
plus practice in assigning subject headings. Prerequisite: 


T-LIB 202 Library Circulation Routines 3 0 3 

A study of some routine circulation procedures, including circulation 
of books, pamphlets, and other materials. Techniques of physical inventory 
using shelf-list control. Prerequisite: 


T-LIB 203 Library Practice 0 6 3 
Continuation of Library Science Practice. Six hours per week of practice 
work in libraries. Prerequisite: 


T-LIB 204 Library Practice 0 6 3 

Student will be placed in an approved library for 6 hours per week of: 
supervised learning experiences under a professional librarian, putting into 
practice the various skills learned. Prerequisite: 


T-AUDV 101 Audio Visual Materials 

An introduction to the use and care of a variety of audiovisual aids, and 
to acquire a basic knowledge of graphics. Emphasis on slides, photocopying, 
transparencies, and displays. Prerequisite: 


MATHEMATICS 
Course Title Hours Per Week Quarter 
; Hours 
Class Lab. Credit 
T-MAT 101 Technical Mathematics 5 0 5 


The real number system is developed as an extension of natural numbers. 
Number systems of various bases are introduced. Fundamental algebraic 
operations, the rectangular coordinate system, as well as fundamental 
trigonometric concepts and operations are introduced. The application of 
these principles to practical problems is stressed. Prerequisite: Satisfactory 
evidence that admission requirements have been met. 


T-MAT 102 Technical Mathematics 5 0 5 

A continuation of T-MAT 101. Advanced algebraic and trigonometric 
topics including quadratics, logarithms, determinants, progressions, the bi- 
nominal expansion, complex numbers, solution of oblique triangles and 


graphs of the trigonometric functions are studied in depth. Prerequisite: 
T-MAT 101. 


T-MAT 103 Technical Mathematics 5 0 

The fundamental concepts of analytical geometry, differential and integral 
calculus are introduced. Topics included are graphing techniques, geo- 
metric and algebraic interpretation of the derivative, differentials, rate of 
change, the integral and basic integration techniques. Applications of these 
concepts to practical situations are stressed. Prerequisite: T-MAT 102. 
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T-MAT Bollean Algebra 3 0 3 
Principles of Bollean Algebra and its contribution to digital devices 
and data processing. Prerequisite: None. 


T-MAT Numbering Systems 2 0 ys 

A cursory treatment of the base-ten numbering system; functional 
introduction to numbering systems with bases other than 10, transformation 
from one system to another; fundamental operation in systems other than 
the decimal; a detailed study of the binary system in relation to machine 
calculations. 


T-MAT 110 Business Mathematics 5 0 5 

This course stresses the fundamental operations and their application to 
business problems. Topics covered include payrolls, price marking, interest 
and discount, commission, taxes, and pertinent uses of mathematics in the 
field of business. Prerequisite: None. 


MAT 1101 Fundamentals of Mathematics 5 0 

Practical number theory. Analysis of basic operations: addition, sub- 
traction, multiplication and division. Fractions, decimals, powers and roots, 
percentages, ratio and proportion. Plane and solid geometric figures used in 
industry; measurement of surfaces and volumes. Introduction to algebra 
used in trades. Practice in depth. Prerequisite: None. 


MAT 1102 Algebra 5 0 5 

Basic concepts and operations of algebra: historical background of our 
base-10 number system; algebraic operations: addition, subtraction, multi- 
plication and division; fractions, letter representation, grouping, factoring, 
ratio and proportions, variation; graphical and algebraic solution of first 
degree equations; solution of simultaneous equations by: addition and sub- 
traction, graphing; exponents, logarithms, tables and interpolation. Pre- 
requisite: None. 


MAT 1103 Geometry 3 0 3 
Fundamental properties and definitions; plane and solid geometric figures, 
selected general theorems, geometric construction of lines, angles and 
plane figures. Dihedral angles, areas of plane figures, volumes of solids. 
Geometric principles are applied to shop operations. Prerequisite: None. 


MAT 1104 Trigonometry 3 0 3 
Trigonometric ratios; solving problems with right triangles, using tables, 
and interpolating; solution of oblique triangles using law of sines and law 
of cosines; graphs of the trigonometric functions; inverse functions, trigono- 
metric equations. All topics are applied to practical problems. Prerequisite: 
MAT 1102, MAT 1108. 


MAT 1112 Building Trades Mathematics 3 0 3 

Practical problems dealing with volumes, weights, ratios; mensuration; 
and basic estimating practices for building materials. Prerequisite: MAT 
1101. 


MAT 1115 Electrical Math 5 0 5 

A study of fundamental concepts of algebra; basic operations of addition, 
subtraction, multiplication, and division; solution of first order equations, 
use of letters and signs, grouping, factoring, exponents, ratios, and pro- 
portions; solution of equations, algebraically and graphically; a study of 
logarithms and use of tables; an introduction to trigonometric functions 
and their application to right angles; and a study of vectors for use in 
alternating current. Prerequisite: None. 


MAT 1123 Machinist Mathematics 3 0 a 


Introduces gear ratio, lead screw and indexing problems with emphasis 
on application to the machine shop. Practical applications and problems 
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furnish the trainee with experience in geometric propositions and trigono- 
metric relations to shop problems; concludes with an introduction to com- 
pound angle problems. Prerequisite: MAT 1104. 


MECHANICAL 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-MEC 101 Machine Processes 0 6* ye 


An introductory course designed to acquaint the student with basic 
hand tools, safety procedures and machine processes of our modern in- 
dustry. It will include a study of measuring instruments, characteristics of 
metals and cutting tools. The student will become familiar with the lathe 
family of machine tools by performing selected operations such as turning, 
facing, threading, drilling, boring, and reaming. Prerequisite: None. 


T-MEC 102 Machine Processes 0 6* 2 

Advanced operations on lathe, drilling, boring and reaming machines. 
Milling machine theory and practice. Thorough study of the types of mill- 
ing machines, cutters, jig and fixture devices, and the accessories used in 
a modern industrial plant. Safety in the operational shop is stressed. Pre- 
requisite T-MEC 101. 


T-MEC 103 Machine Processes 0 6* 2 
Modern machine tools of industry. Theory and practice with shaper, 
slotter, planer, turret lathe, screw machine, grinding and finishing ma- 


chines. Gear design and the processes of gear manufacturing. Prerequisite: 
T-MEC 102. 


T-MEC 201 Machine Processes 2 6* 4 

Newer concepts of work handling and automatic machining process. 
Chipless production and new techniques in metal forming. Analysis of high- 
energy forming, ultrasonic machining, electrolytic metal removal, chemical 
milling, numerical controls and simplified building block numerical con- 
trol systems. Prerequisite: T-MEC 103. 


T-MEC 205 Strength of Materials 3 2 4 
Study of principles and analysis of stresses which occur within machine 
and structure elements subjected to various types of loads such as static, 
impact, varying and dynamic. Analyses of these stresses are made as ap- 
plied to thin-walled cylinders and spheres, riveted and welded joints, beams, 
columns and machine components. Prerequisites: T-PHY 106, T-MAT 103. 


T-MEC 210 Physical Metallurgy 3 Sh 4 

Introductory course in metallurgy, a basic study of the properties of 
metals and alloys. Analysis of the structure of metals and alloys, atomic 
structure, nuclear structure, and nuclear reactions. Solid (crystalline) struc- 
tures, methods of designating crystal planes, liquid and vapor phases, phase 
diagrams, and alloy systems. Prerequisite: T-PHY 101. 


T-MEC 211 Physical Metallurgy 3 3% 4 
Properties of metals and alloys, the reactions of metals, diffusion, 
carburizing, metal bonding and homogenization, recrystallization and grain 
growth, age hardening, nitriding, internal oxidation, heat treatment of 
steel, laboratory experiments and demonstrations. Prerequisite: T-MEC 210. 


T-MEC 212 Practical Automation (Elective) 3 2 4 
A comprehensive study of automation as it is interpreted and practiced 
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by American industry of today. The fundamentals of automation and its 
effects in industrial productivity, labor supply and demand, equipment and 
processes. Students will solve problems encountered while installing an 
automated system. Prerequisite: None. 


T-MEC 213 Production Planning 3 he 4 

Day-to-day plant direction; forecasting, product planning and control, 
scheduling, dispatching, routing, and inventory control. Case histories are 
discussed in the classroom, and courses of corrective action are developed. 
Drafting room layouts for planning and control. Prerequisite: T-DFT 102. 
Corequisite: T-MEC 201. 


T-MEC 214 Tool Engineering (Elective) 3 0 

An introduction to the problems of tool engineering with emphasis on 
planning the processes of production, designing and developing the neces- 
sary tools, and utilizing available manufacturing facilities; practical 
analysis and comparison of the use and cost of tools, jigs and fixtures, 
dies, molds, and gauges as they are utilized in our modern day manufactur- 
ing and production methods. Prerequisites: T-DFT 102, T-MEC 201. 


T-MEC 235 Hydraulics and Pneumatics 3 3* 4 

The basic theories of hydraulic and pneumatic systems. Combinations 
of systems in various circuits. Basic designs and functions of circuits and 
motors, controls, electrohydraulic servomechanisms, plumbing, filtration, 
accumulators and reservoirs. Prerequisite: T-PHY 102. 


T-MEC 237 Control Systems (Elective) 2 4 4 

Hydraulic, pneumatic, mechanical, electrical and electronic control sys- 
tems and components. Basic description, analysis and explanation of oper- 
ation. Typical performance characteristics, limitations on performance, ac- 
curacy, applications and their utilization in industrial processes. Pre- 
requisites: T-PHY 102, T-ELC 201. 


MEC 1101 Machine Shop Theory and Practice 3 12 7 
An introduction to the machinist trade and the potential it holds for 
craftsman. Deals primarily with the identification, care and use of basic 
hand tools and precision measuring instruments. Elementary layout pro- 
cedures and processes of lathe, drill press, grinding (off-hand) and milling 
machines will be introduced both in theory and practice. Prerequisite: None. 


MEC 1102 Machine Shop Theory and Practice 3 12 i? 

Advanced operations in layout tools and procedures, power sawing, drill 
press, surface grinder, milling machine shaper. The student will be intro- 
duced to the basic operations on the cylindrical grinder and will select 
projects encompassing all the operations, tools and procedures thus far 
used and those to be stressed throughout the course. Prerequisite: MEC 
1101. 


MEC 1103 Machine Shop Theory and Practice 3 a2 7 
Advanced work on the engine lathe, turning, boring and threading ma- 
chines, grinders, milling machine and shaper. Introduction to basic index- 
ing and terminology with additional processes on calculating, cutting and 
measuring of spur, helical, and worm gears and wheels. The trainee will use 
precision tools and measuring instruments such as vernier height gages, 
protractors, comparators, etc. Basic exercises will be given on the turret 
lathe and on the tool and cutter grinder. Prerequisites: MEC 1102. 


MEC 1104 Machine Shop Theory and 
Practice 3 eZ vf 
Development of class projects using previously learned procedures in 
planning, blueprint reading, machine operations, final assembly and in- 
spection. Additional processes on the turret lathe, tool and cutter grinder, 
cylindrical and surface grinder, advanced milling machine operations, etc. 
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Special procedures and operations, processes and equipment, observing 
safety procedures faithfully and establishing of good work habits and 
attitudes acceptable to the industry. Prerequisites: MEC 1103. 


MEC General Maintenance and Repair 3 6 5 

To acquaint the student with the basic fundamentals of installation, 
maintenance and repair of machine tools. Emphasis is placed on machine 
maintenance and accuracy. Miscellaneous hydraulic, pneumatic and lubri- 
cation devices are installed and maintained. Methods of rigging and 
machine installation including location, leveling and fastening are covered. 
The use of precision measuring tools and checking for accuracy, squareness 
and correct center line distances is stressed for pre-start inspection. Pre- 
requisite: 


MEC 1113 Shop Processes 2 3 3 

Study of practices used in metalworking shops: introduction to how 
materials can be utilized, and to the processes of shaping, forming, and 
fabricating of metals. Demonstration of the metalworking lathes, grinders, 
drills, milling machines, shapers, planers, saws, broachers, gear cutting 
machines and finishing machines. A study of the capabilities of these 
machines. Prerequisite: None 


MEC 1114 Shop Processes 2; 3 3 
Comparison of the unit-production and mass-production systems. Casting, 
forging and allied processes, welding and sheet metal working processes are 
demonstrated and discussed. Mass-Production methods are studied in 
relationship to precision dimensional control. Prerequisite: MEC 1113. 


MEC 1115 Treatment of Ferrous Metals 2 3 3 

Investigates the properties of ferrous metals and tests to determine their 
uses. Instructions will include some chemical metallurgy to provide a back- 
ground for the understanding of the physical changes and causes of these 
changes in metals. Physical metallurgy of ferrous metals, producing iron and 
steel, theory of alloys, shaping and forming, heat treatments for steel, sur- 
face treatments, alloy of special steel, classification of steels, and cast 
iron will be topic for study. Prerequisite: None 


PHYSICS 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-PHY 101 Physics: Properties of Matter 3 2 1 ee 


A fundamental course covering several basic principles of physics. The 
divisions included are solids and their characteristics, liquids at rest and in 
motion, gas laws and applications. Laboratory experiments and specialized 
aes: dealing with these topics are part of this course. Prerequisite: 

one. 


T-PHY 102 Physics: Work, Energy, Power 3 ee 4 
The major areas covered in this course are work, energy, and power. 
Instruction includes such topics as statics, forces, center of gravity, and 
dynamics. Units of measurement and their applications are a vital part 
of this course. A practical approach is used in teaching students the use of 
essential mathematical formulas. Prerequisites: T-PHY 101, T-MAT 101. 


T-PHY 103 Physics: Electricity 3 2 4 
Basic theories of electricity, types of electricity, methods of production, 

and transmission and transforming of electricity. Electron theory, elec- 

tricity by chemical action, electricity by friction, electricity by magnetism, 
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induction voltage, amperage, resistance, horsepower, wattage, and trans- 
jouer are major parts of the course. Prerequisites: T-PHY 101, T-MAT 
101. 


T-PHY 106 Applied Mechanics 5 0 5 

Concepts and principles of statics and dynamics. Parallel concurrent and 
noncurrent force systems in coplanar and noncoplanar situations. Concepts 
of centroids and center of gravity, moments of inertia, fundamentals of 
kinetics, and kinematics of velocity and motion. Prerequisites: T-MAT 
103, T-PHY 102. 


PHY 1101 Applied Science 3 2 4 55 

An introduction to physical principles and their application in industry. 
Topics in this course include measurement; properties of solids, liquids, 
and gases; basic electrical principles. Prerequisite: MAT 1101. 


PHY 1102 Applied Science 3 2 4 55 

The second in a series of two courses of applied physical principles. 
Topics introduced in this course are heat and thermometry, and principles 
of force, motion, work, energy, and power. Prerequisite: PHY 1101. 


POLITICAL SCIENCE 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 


T-POL 201 United States 
Government (Elective) 3 0 3 
A study of government with emphasis on basic concepts, structure, 
powers, procedures and problems. Prerequisite: None. 


PRACTICAL NURSING EDUCATION 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
NUR 1101 Basic Science 5 4 6 


This course is designed to give the beginning student an understanding 
of basic science principles and their relationships to practical nursing. This 
course includes study of the structure and functions of the human body, 
principles of foods and nutrition and selected efforts of microbiology as 
related to nursing. Prerequisite: None. 


NUR 1102 Orientation to Vocational 
Relationships 2 0 

This course is designed to assist the student in understanding herself, her 
vocation and the individual needs of her patients. Emphasis is placed on 
the development of appreciations and attitudes which will assist the student 
in understanding her role as a potential worker in nursing, in establishing 
effective relationships with her co-workers and patients, and in establishing 
realistic goals for herself in her personal and vocational development. 
Prerequisite: None. 
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NUR 1103 Introduction to Patient Care 6 6 8 
This course is planned to provide the opportunity for students to gain a 
knowledge of the principles which are basic to effective and safe nursing 
care. Emphasis is placed on the development of the essential skills for the 
performance of those nursing measures that normally are the responsibility 
of the Licensed Practical Nurse. Lecture and planned class laboratory 
experience are followed by related clinical experience. Prerequisite. None. 


SECOND QUARTER 


NUR 1104 Basic Principles of 
Drug Administration 3 0 3 
The basic concepts of drug therapy and an appreciation of the responsi- 
bilities and the necessary limitations of the Licensed Practical Nurse in the 
administration of medication are emphasized. Prereauisite: NUR 1101, NUR 
11038 


NUR 1105 Care of Patients With Medical- 
Surgical Conditions I 9 24 iN 

This course is designed to provide the student the opportunity to gain 
an understanding of the nursing needs of patients who have various medical- 
surgical conditions and to develop further understanding of the common 
drugs and therapeutic measures of concern to the practical nurse. Lecture 
and class laboratory provide the background for selected clinical experiences. 
Prerequisite: NUR 1101, NUR 1108. 


THIRD QUARTER 


NUR 1106 Maternal and Child Care 6 12 10 

This course is designed to provide opportunities for students to acquire 
the knowledge, understanding and skill needed for rendering safe and 
effective nursing care to the maternity patient and newborn infant. Class- 
room instruction provides the background essential for planned clinical 
experience centered around analysis of nursing needs and formulation of a 
nursing care plan to meet individual patient_needs. Prerequisite: NUR 1101, 
NUR 1108, NUR 1105. 


NUR 1107 Care of Patients with Medical- 
Surgical Conditions II 6 12 10 
A Continuation of NUR 1105. Prerequisite: NUR 1104, NUR 1105. 


FOURTH QUARTER 


NUR 1108 Care of Infants and Children 6 12 10 

The course is designed to provide opportunities for students to acquire 
the knowledge, understanding and skills needed for rendering safe and 
effective nursing care of infants and children. Classroom instruction provides 
the background essential for planned clinical experiences centered around 
analysis of nursing needs and formulation of a nursing care plan to meet 
individual patient needs. Prerequisite: NUR 1106, NUR 1107. 


NUR 1109 Care of the Seriously Ill and Injured 4 12 8 

This course is designed to prepare the student for participation in the care 
of seriously ill patients and for development in the care of selected patients. 
Emphasis is placed on the assisting role of the Licensed Practical Nurse 
Classroom instruction provides the background for planned clinical experi- 
ences. Prerequisite: NUR 1105, NUR 1106, NUR 1107. 
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NUR 1110 Vocational Relationships 2 0 2 

This course is designed to orient the student to her role as a Licensed 
Practical Nurse. It includes the study of opportunities in practical nursing 
and the obligations and responsibilities of the Licensed Practical Nurse as 
a person, a worker and a citizen. Relationships with other members of the 
health team to more fully achieve the goals of nursing are emphasized 
throughout the course. Prerequisite: Complete all NUR courses in previous 
quarters. 


PSYCHOLOGY 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-PSY 112 Personality Development (Elective) 3 0 


3 
Designed to help the student recognize the importance of the physical, 
intellectual, social, and emotional dimensions of personality. Emphasis is 
placed on grooming and methods of personality improvement. Prerequisite: 
None. 


T-PSY 206 Applied Psychology (Elective) 3 0 3 

A study of the principles of psychology that will be of assistance in 
the understanding of inter-personal relations on the job. Motivation, feel- 
ings and emotions are considered with particular reference to on-the-job 
problems. Other topics investigated are: employee selection, supervision, job 
satisfaction, and industrial conflicts. Attention is also given to personal and 
group dynamics so that the student may learn to apply the principles of 
mental hygiene to his adjustment problems as a worker and a member of 
the general community. Prerequisite: None. 


PSY 1101 Human Relations 3 0 3 

A study of basic principles of human behavior. The problems of the indi- 
vidual are studied in relation to society, group membership, and relation- 
ships within the work situation. Prerequisite: None. 


SCIENCE 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-PHY 105 Survey of Physical Science 3 0 3 


A general survey of astronomy, physics, geology, and chemistry. The 
astronomy emphasizes our solar system with a brief survey of other 
areas of general interest. Physics is approached by such as photography, 
meteorology, radio and television, home appliances, and the automobile with 
physical principles illustrated. A physical geology of the earth is briefly 
surveyed with the earth’s structure, constitution, and changing face studied. 
The chemistry of, everyday materials is given after a brief look at some 
broad elementary principles. 


T-PHY 106 Survey of Physical Science 3 0 3 
A continuation of above. 
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SOCIAL SCIENCE 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-SSC 101 Western Civilization 3 0 3 


A survey of the political, economic, and social development of European 
civilization from ancient times to 1600 A.D. Specal emphasis is placed on 
the intellectual and social developments that have contributed to present 
concepts and ideas. Prerequisite: 


T-SSC 102 Western Civilization 3 0 3 
A continuation of the study of European civilization from about 1660 
A.D. to the present. Prerequisite: 


T-SSC 201 Social Science 3 0 
An integrated course in the social sciences, drawing from the fields of 
anthropology, psychology, history, and sociology. Prerequisite: None. 


T-SSC 202 Social Science 3 0 3 

A further study of social sciences with emphasis on economics, political 
sciences, and social problems as they relate to the individual. Prerequisite: 
T-SEC 201. 


T-SSC 205 American Institutions (Elective) 3 0 3 

A study of the effect of American social, economic, and political insti- 
tutions upon the individual as a citizen and as a worker. The course dwells 
upon current local, national, and global problems viewed in the light of our 
political and economic heritage. Prerequisite: None. 


SOCIOLOGY 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
T-SOC 207 Rural Society (Elective) 3 0 3 


A study of selected elements of rural sociology with emphasis on cur- 
rent social changes. The course provides a sociological background for the 
understanding of rural social changes. Areas of study include rural culture, 
group relationships, social classes, rural and suburban communities, farm 
organizations, the communication of agricultural technology, rural social 
ey agricultural adjustment and population change. Prerequisite: 

one. 


SOC 1101 Human Relations I 3 0 3 

Development of understanding of relationships to other persons through 
some of the basic principles of human psychology. The problems of the 
individual and his work situation are studied in relation to the established 
organization of modern business and industry, and in relation to govern- 
mental practices and labor organizations, with special emphasis on the 
operating responsibilities of good management. 


TEXTILES 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
TEX 1101 Yarn Manufacturing I 3 3 4 


A basis study of the function of yarn manufacturing. Emphasis is placed 
on yarn manufacturing with study of flow systems, functions of each 
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machine and machine part, and the introduction of basic calculations re- 
lated to yarn manufacturing. Yarn numbering is included. Laboratory 
exercises to supplement lectures are included. Prerequisite: None. Co- 
requisite: TEX 1104, MAT 1101. 


TEX 1104 Textiles Fibers 2 2 3 

A study of the physical, chemical and aesthetic properties of the major 
natural and man-made textile fibers. Included are methods of measuring 
properties, influence of fiber moisture regain on physical properties, and 
processing characteristics. Fiber identification by laboratory analysis is 
included. Prerequisite: None. 


TEX 1106 Weaving 2 3 3 

An introduction to the study of woven fabrics. The methods of pre- 
paring yarns for weaving, the weaving of fabrics, and the necessary calcu- 
lations to produce a woven fabric are included. Laboratory exercises in the 
operation of the looms supplement the lectures. Prerequisite: TEX 1104. 
Co-requisite: TEX 1108. 


TEX 1108 Yarn Manufacturing II 5 6 i 

A continuation of TEX 1101, including blending methods, effectiveness 
and influence on end product. Twist in its many ramifications, spinning 
limits; drafting methods, types and limits. Packaging, production, and the 
determination of mill balance are discussed. Conventional and new develop- 
ments in manufacturing concepts are included. Special yarn preparation 
systems are reviewed. Laboratory periods are used to supplement lectures. 
Prerequisites: TEX 1101, MAT 1101. 


TEX 1110 Knitting 3 3 4 

A study of the selection and preparation of knitting yarns, knitting 
mechanisms and the structure of different types of spring and latch needle 
fabrics. The operation and adjustment of the basic types of knitting ma- 
chines are included in this course. Laboratory exercises are included. Pre- 
requisite: TEX 1108. 


TEX 1115 Textile Testing 3 3 4 

This course includes Physical Textile Testing. The Physical Testing in- 
cludes the methods and techniques of testing fibers, laps, roving, yarns 
and fabrics made from natural and synthetic fibers. Standard A.S.T.M. 
method and practices for the testing of textile materials are followed and 
a study is made of the various machines and apparatus employed in standard 
testing laboratories. Prerequisites: TEX 1108, TEX 1106. 


TEX 1120 Fabric Design and Analysis 3 3 4 

A study of the fundamental principles of fabric structure. It includes 
the study of the three basic weaves, plain, twill, and satin plus many of 
their derivatives. Instruction in fabric analysis techniques and the use of 
laboratory instruments for the determination of fabric construction details 
is included. Prerequisites: TEX 1108, TEX 1106. 


UPHOLSTERY 
Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
UPH 1111 Upholstery Materials and Methods 2 0 2 


Materials used in upholstering and their effect on design and drawing 
of plans for furniture. Types of materials and their characteristics, methods 
of fastening, accessory materials, frame types and construction, and 
processes of fabricating are included in this course. Prerequisite: None. 
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WELDING 


Course Title Hours Per Week Quarter 
Hours 
Class Lab. Credit 
WLD 1101 Basic Gas Welding 0 a at 


Welding demonstrations by the instructor and practice by students in 
the welding shop. Safe and correct methods of assembling and operating the 
welding equipment. Practice will be given for surface welding; bronze 
welding, silver-soldering, and flame-cutting methods applicable to mechani- 
cal repair work. Prerequisite: None. 


WLD 1112 Mechanical Testing and Inspection 1 3 2 

The standard methods of mechanical testing of welds. The student is 
introduced to the various types of tests and testing procedures and performs 
the details of the test which will give adequate information as to the 
quality of the weld. Types of tests to be covered are: bend, destructive, free- 
bend, guided-bend, nick-tear, notched-bend, tee-bend, nondestructive, V-notch, 
Charpy impact, etc. Prerequisites: WLD 1120, WLD 1121. 


WLD 1120 Oxacetylene Welding and Cutting 3 12 7 

Introduction to the history of oxyacetylene welding, the principles of 
welding and cutting, nomenclature of the equipment, assembly of units. 
welding procedures such as practice of puddling and carrying the puddle, 
running flat beads, butt welding in the flat, vertical and overhead position, 
brazing, hard and soft soldering. Safety procedures are stressed through the 
program of instruction in the use of tools and equipment. Students perform 
mechanical testing and inspection to determine quality of the welds. Pre- 
requisite: None. 


WLD 1120-1 Oxyacetylene Welding and 


Cutting (Part time) 2 6 4 
WLD 1120-2 Oxyacetylene Welding and 

Cutting (Part time) Pe 6 4 
WLD 1121 Are Welding 3 12 i 


The operation of AC transformers and DC motor generator are welding 
sets. Studies are made of welding heats, polarities, and electrodes for use 
in joining various metal alloys by the are welding process. After the student 
is capable of running beads, butt and fillet welds in all positions are made 
and tested in order that the student may detect his weaknesses in welding. 
Safety procedures are emphasized throughout the course in the use of tools 
and equipment. Prerequisite: None. 


WLD 1121-1 Arc Welding (Part time) 2 6 “gl 
WLD 1121-2 Arc Welding (Part time) 2 6 4 
WLD 1122 Commercial and Industrial Practice 3 9 6 


Designed to build skills through practices in simulated industrial processes 
and techniques: sketching and laying out on paper the size and shape 
description, listing the procedure steps necessary to build the product, and 
then actually following these directions to build the product. Emphasis is 
placed on maintenance, repairing worn or broken parts by special welding 
applications, field welding and nondestructive tests and inspection. Pre- 
requisites: WLD 1120, WLD 1121. 


WLD 1123 Inert Gas Welding u 3 2 
Introduction and practical operations in the use of inert-gas-shield arc 
welding. A study will be made of the equipment, operation, safety and 
practice in the various positions. A thorough study of such topics as: princi- 
ples of operation, shielding gases, filler rods, process variations and appli- 
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as eae manual and automatic welding. Prerequisites: WLD 1120, WLD 
1121. 


WLD 1124 Pipe Welding 3 12 7 

Designed to provide practice in the welding of pressure piping in the 
horizontal, vertical, and horizontal fixed position using shielded metal arc 
welding processes according to Sections VIII and IX of the ASME code. 
Prerequisite: WLD 1121. 


WLD 1124-1 Pipe Welding (Part time) 2 6 4 
WLD 1124-2 Pipe Welding (Part time) 2 5 4 
WLD 1125 Certification Practices 3 6 5 


This course involves practice in welding the various materials to meet 
certification standards. The student uses various tests including the guided 
bend and the tensile strength tests to check the quality of his work. Empha- 
sis is placed on attaining skill in producing quality welds. Prerequisites: 
WLD 1120, WLD 1121, WLD 1123, WLD 1124. 
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THE INSTITUTE 


HISTORY 


Several historical events are important in the development of 
the Caldwell Technical Institute. 

The 1963 North Carolina General Assembly passed the Com- 
munity College Act creating a system of comprehensive com- 
munity colleges, technical institutes, and industrial education 
centers in the State under the State Board of Education. 

In January, 1964, the Caldwell Technical Institute was tenta- 
tively approved by the State Board of Education. On March 28, 
1964, the people of Caldwell county approved the institution 
through the bond note of $600,000 for the purchase of the site 
and construction of the facilities and up to 5 cents tax authori- 
zation for operating the institution. Final approval by the State 
Board of Education followed on April 2, 1964. 

The President was selected in October, 1964. The site was 
selected in January, 1965. Selection of the architect was made 
in February, 1965. New facilities were occupied in September, 
1967. 


PURPOSES AND OBJECTIVES 


Caldwell Technical Institute, serving primarily Caldwell, 
Watauga, and Avery counties and operating within the legal 
framework set by the North Carolina General Assembly, opens 
its doors to any person seeking an education. A ‘‘technical 
institute,” as defined in the General Statutes of North Carolina, 
is an educational institution dedicated to the educational needs 
of the particular area for which it is established. It is charged 
with the responsibility of offering courses of a technical, of a 
vocational, and of a general adult nature. Not only is it com- 
mitted to make training available for recent high school gradu- 
ates but also for those persons already involved in the total 
community life and work. 


Low tuition, easy accessibility, a comprehensive curriculum 
selected to meet the needs of a wide range of students and 
designed to change as the community it serves requires make the 
Institute an organization to serve the people as individuals and 
the community.as a whole and to allow both to reap the rewards 
of a more highly-trained, more fully-enriched citizenry. The 
Institute places first the individual needs, both socially and 
economically; therefore programs of study are scheduled for 
persons who desire to complete high school, for persons who 
desire personal improvement or vocational growth, and for those 
whose goal is a challenging and productive occupation. 

The Institute is flexible in its educational objectives, programs, 
and administrative organization in order to meet effectively new 
conditions and logical needs as they arise, thus providing for the 
development of skills and knowledge which will bring material 
and personal rewards for the areas it serves. 

It is, therefore, engaged in a constant effort to determine over- 
all needs of the community and its people and to meet those 
needs. 

In keeping with the general purposes of Caldwell Technical 
Institute, the Board of Trustees, the administrative staff, and 
the faculty have adopted certain specific objectives. The Insti- 
tute will endeavor to: 


Provide inexpensive, continuing educational opportunities 
for out-of-school youth and adults at facilities located with- 
in commuting distance of people in the service area. 


Provide effective teaching to all who enroll, with a con- 
tinuing interest in the individual in terms of behavior 
motivation and achievement. 

Provide educational opportunities for adults who discon- 
tinued their formal training before mastering the basic 
skills of reading, writing, and arithmetic. 

Provide curricula that will reflect the changing needs of 
the community and the training patterns for employment. 

Provide technical training for those persons wishing to 
enter the more highly skilled occupations in business and 
industry. 

Provide vocational training for students who are pre- 
paring to enter occupations at a trade level. 

Provide both technical and vocational courses on a part- 
time basis for adults now employed. 


Provide a two year program of broad, general education 
for persons who desire college level work but who are not 
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interested in specializing in either the technical or the pro- 
fessional fields. 


Provide general interest courses that meet the adult and 
community service needs of the people of the area. 


Provide cultural opportunities to broaden the general 
education of the people of the community at large. 


Provide an atmosphere which would inspire current stu- 
dents to encourage persons in secondary school as well as 
those out of school to give thought to further education. 


Provide guidance services to each individual in order that 
he develop his potential to the fullest. 


LOCATION 


‘The Caldwell Technical Institute is located on a 78 acre tract 
of land in Hudson, North Carolina. Since the Institute is on 
Highway 321, it is accessible to the population centers of Lenoir 
(5 miles), Granite Falls (5 miles), and Hickory (10 miles). 


ACCREDITATION 


Caldwell Technical Institute is a comprehensive public Techni- 
cal Institute operating under the North Carolina Department of 
Community Colleges. The institute is approved by the North 
Carolina State Board of Education. Caldwell Technical Institute 
is a candidate for accreditation by the Southern Association of 
Colleges and Schools. 
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ADMISSIONS 


HOW TO APPLY FOR ADMISSION 


1. Secure application form and make application for admis- 
sion. Application forms may be secured from your local guidance 
counselor or by writing the Caldwell Technical Institute, Box 
600, Lenoir, North Carolina, or by calling telephone number 
728-4323 in Lenoir or 396-3311 in Granite Falls. The application 
for admission should be very carefully and accurately completed 
and submitted to the Institute as early as possible to assure 
a place in the curriculum desired. Enrollment limits are set for 
all curriculum offerings. 


2. Tuition Deposit (Required) 

All applications submitted for the regular curriculum courses 
must be accompanied by a $5.00 non-refundable deposit which 
will be applied to the tuition of the particular quarter the stu- 
dent is seeking enrollment. 


3. Submit a transcript of high school records and of any 
post-high school work taken. Ask the principal of the high school 
or the registrar of the college last attended to send a transcript 
of academic work to the Registrar at Caldwell Technical Insti- 
tute. This transcript may be submitted at any time during the 
senior year in high school (if the applicant is still attending high 
school). An applicant meeting all other requirements will be 
given provisional acceptance pending receipt of his final grades 
from high school. 


4. Complete the Aptitude Test Battery given by Caldwell 
Technical Institute. 

Caldwell Technical Institute requires the School and College 
Ability Test for all Technical programs. The General Aptitude 
Test Battery or the Otis Intelligence Test and the Mechanical 
Reasoning Test of the Differential Aptitude Test is required of 
all vocational students. Applicants for the Data Processing and 
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Practical Nursing programs will be required to take additional 
subject related tests in English and mathematics. 

Information concerning these tests may be obtained from the 
Student Personnel Office at Caldwell Technical Institute. There 
is no cost involved in taking the tests. 


5. Arrange for an interview with a member of the Student 
Personnel Staff or other representative of the Caldwell Technical 
Institute. The interview is a requirement for completing the 
application process. The applicant may arrange for the interview 
through his guidance counselor, or by calling the Student 
Personnel Department at 728-4323 in Lenoir or 396-3311 in 
Granite Falls. The interview may be arranged in the local school 
or at Caldwell Technical Institute. 


ADMISSION REQUIREMENTS 


The Caldwell Technical Institute is a co-educational institution 
open to any individual meeting the admission requirements for 
the particular course or area in which he wishes to enroll. These 
requirements vary with the areas of study offered by the Insti- 
tute. 


Technical Curricula 


Requirements for admission of a candidate to the regular two- 
year technology program include the following qualifications. 


The candidate: 


1. Must be a high school graduate or have a state approved 
equivalent education. 


2. Have acceptable scores on the School and College Ability Test 
administered by Caldwell Technical Institute. (Acceptable 
scores on the College Board Scholastic Aptitude Test “S.A.T.” 
may be used in lieu of the S.C.A.T.) Students entering Data 
Processing must also have an acceptable score on the Data 
Processing test. Students not meeting accepted standards 
must take developmental study courses to fulfill the necessary 
requirements. 


Be in acceptable physical and mental health. 


4, Have a personal interview with a designated member of the 
Student Personnel staff. 
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Vocational Curricula 


A candidate for admission to the regular trade-vocational 
training program must meet the following qualifications: 


1. Must be at least 18 years of age. 


2. Must have satisfactorily completed a minimum of eight units 
of accredited secondary school work or possess maturity, 
attitudes, aptitudes, and interests necessary for success in 
the particular curriculum for which he is applying. 


3. Make acceptable scores on standard and/or local institutional 
tests administered by Caldwell Technical Institute. 


4, Be in acceptable physical and mental health. 


Have a personal interview with a designated member of the 
Student Personnel Staff. 


PROVISIONAL STUDENT 


Students whose records are not complete may be permitted to 
enter the Institute as a Provisional Student on the basis of a 
personal interview with a member of the Student Personnel Staff. 
A provisional student will be required to complete the pre- 
entrance examinations and to submit all required transcripts 
prior to the final exam period of the particular quarter. In other 
words, he is admitted in good standing, provided examination 
scores, transcripts, and other information prove satisfactory. 
Should the above requirements not be met prior to the final 
examination period of the particular quarter in which he enters, 
grades will be recorded on the permanent record as “Audit” and 
no credit will be given. 


INDUSTRY RELATED STUDENT 


All students now working full-time in industry who desire to 
enroll in courses directly related to their occupation are exempt 
from certain admissions requirements. Such students need only 
the written recommendation of their employer, a transcript, and 
the completed application form. However, before an industry 
related student can pursue the second year of an Associate in 
Applied Science degree program, he must have the high school 
diploma or an equivalency certificate. The exemption applies to 
the Furniture Technology Curriculum. 


OTHERS 


Students possessing college degrees who wish to enter either 
technical or vocational courses will be exempt from the ad- 
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missions tests. Such students need only their college transcripts 
and the completed applications. 


RE-ADMISSIONS POLICY 


A student dismissed from the institute for academic reasons 
can be considered for re-admission by the Admissions Committee 
after one quarter’s absence following dismissal. 


TRANSFER STUDENTS 


Students may be admitted with advanced standing by transfer 
from technical institutes, colleges or universities. All applicants 
for transfer must have maintained a ‘“‘C” average or better on 
courses taken at other institutions and must be eligible to return 
to the last institution attended. 

If admitted, the prospective transfer student’s record will be 
evaluated by the Director of Student Personnel to determine the 
amount of credit that can be transferred and applied toward the 
program in which the applicant desires advanced standing. 


PROFICIENCY EXAMINATIONS 
Advanced placement is offered to those students who, because 
of their demonstrated abilities, are qualified to accelerate their 
studies. To obtain advanced placement, the student may take a 
proficiency examination in a subject when he believes that he 
has mastery of the course material. Application for such an 
examination must originate with the Registrar. Electives may 


be chosen by the student to equal the number of credit hours 
omitted. 


ADMISSION OF FOREIGN STUDENTS 

Caldwell Technical Institute is authorized by the U. S. Depart- 
ment of Naturalization and Immigration to admit foreign stu- 
dents. This permission was granted on July 12, 1966, with author- 
ization number WAS 214-f562. 

All applicants from foreign countries are expected to submit 
necessary academic documents with appropriate test results at 
least three months prior to the quarter in which they plan to 
enter. 


VETERANS 


Qualified veterans who are admitted for instruction may be 
approved upon presentation of the Certificate of Eligibility 
issued by the Veterans Admistration. Students will be accepted 
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under Public Law 550 or Public Law 89-3858. Veterans under 
the above mentioned laws are responsible directly to the school 
upon registration for payment of all costs. Veterans will further 
be responsible for furnishing the Veterans Counselor with a 
monthly attendance report. No reimbursement cards can be au- 
thorized by the school until such reports are on file. 
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GENERAL ACADEMIC 
REGULATIONS 


Grading System 


Official grades are issued for each student at the end of each 
quarter. Students who lack passing averages at mid-quarter will 
be notified of this fact and should schedule a conference with 
the instructor and/or his advisor. 

Students enrolled in curriculum program courses will be graded 
by the letter-grade system shown below and assigned a grade 
point equivalent in quality points for each quarter scheduled. 


Numerical Letter 


Equivalent Grade Grade Point Equivalent 
93-100 A—Excellent 4 quality points each quarter hour 
85- 92 B—Good 3 quality points each quarter hour 
7T7- 84 C—Average 2 quality points each quarter hour 


70- 76 D—Below Average 1 quality point each quarter hour 
Below 70 F—Unsatisfactory 0 quality points each quarter hour 


Inc.—Indicates failure to complete certain course re- 
quirements because of extenuating circum- 
stances. All incompletes must be removed be- 
fore the end of the succeeding term or the grade 
becomes an automatic “F.” 


WP—Student dropped the course, but had a passing 
grade average at the point of withdrawal. 


WF—Student dropped the course, and had a failing 
grade average at the point of withdrawal. 


Audit—Indicates no grade or credit given. 
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Courses Repeated for Credit 


When a course is repeated, the last grade is recorded as the 
final grade for the course, but all grades are counted in de- 
termining the student’s grade point average. 


Auditing 


A student who audits a course, pays the regular registration 
and tuition fees. Auditors do not take tests, examinations, or 
receive grades or credit and cannot later change the “Audit” to 
credit. 


REMOVAL OF INCOMPLETES 


An “I,” meaning incomplete, indicates that a student has done 
work of a passing grade in a course but has failed to do some 
portion of the required work because of an emergency. It is the 
student’s responsibility to have this deficiency removed before 
the end of the first quarter following the time of receiving the 
grade of “TI” (incomplete), or the grade will be changed to “F.” 


SCHEDULE CHANGES 


Change of student schedule after registration has been com- 
pleted will be made only with permission of the Registrar. 


ACADEMIC PROBATION 


Students failing to maintain a 2.0 overall grade point equiva- 
lent average will be considered on academic probation and may 
be required to modify his regular course load. A student will be 
asked to withdraw from a regular curriculum program if his 
grade point average drops below 1.0. 


COURSE LOAD 


Students enrolled for 13 or more credit hours are classified as 
full-time students. Those taking less are classified as part-time. 
Normal course load will vary from one curriculum to another 
and should be carefully planned with the Faculty Advisor. A 
student may enroll for maximum load depending upon his 
capability as determined by his Faculty Advisor. A normal course 
load in outlined by departments in this catalog. 
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APPLICATION FOR DEGREE OR DIPLOMA 


Students are required to apply as candidates for the diploma 
or the degree. This must be completed during the first two weeks 
of the last quarter of school attendance. This insures that the 
candidate’s record will be properly reviewed and that he will 
be notified of any deficiencies. 


Requirements for Graduation 
A student is eligible for graduation when he has fulfilled the 
following requirements: 


1. Has satisfactorily completed all the requirements of the 
curriculum in which he is enrolled. 


2. Has sufficient quality points for an overall average of 2.0. 


3. Has taken care of all financial obligations to the Caldwell 
Technical Institute. 


Honors 

A graduating student who has earned an overall quality point 
average of 3.0 or better during his work at the Caldwell Techni- 
cal Institute will receive his diploma or degree “With Honors.” 


RESTRICTIONS ON CLASS ADMISSIONS 


No person may attend classes unless the registration procedure 
has been completed. 


STUDENT DEFERMENT 


The Selective Service makes provisions for those students who 
meet certain requirements to be deferred. The first requirement 
is enrollment in a full time curriculum program (minimum 13 
credit hours), and the second one is satisfactory progress in the 
program. 


RESIDENCY REQUIREMENTS FOR GRADUATION 


Candidates for a diploma or degree from Caldwell Technical 
Institute are expected to complete the last 25% of their course 
work at the Institution. 


Attendance Policy 


Students are expected to attend every meeting of every 
course in which they are enrolled. As all students are adults, 
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some with many responsibilities, an occasional absence from 
class might be absolutely necessary; however, such absences 
in no way lessen the student’s responsibility for meeting the 
requirements of the class. 

In case of prolonged illness, a student should present a doctor’s 
certificate for any absences beyond the third day (or from the 
beginning if a teacher requests it) if he wishes such absences 
to be excused. 

According to institute regulations, “A student must be dropped 
from the roll not later than the fifth consecutive unexcused 
absence, or earlier if notified by the proper institutional official.” 


SUSPENSION AND DISMISSAL 


Students will be expected to conduct themselves at all times 
as individuals of prudence and maturity. The rights and feelings 
of others will be respected. Students shall demonstrate a high 
regard for school facilities and property and for the personal 
property of others. 

School regulations which serve to control such activities as 
vehicular traffic and parking, smoking, and other aspects of 
personal conduct must be observed. Students may be suspended 
or dismissed for conduct which is considered incompatible with 
standards of propriety and good judgment. 

Re-admittance of dismissed students at a subsequent session 
will be at the discretion of the College Executive Council. 


TRANSCRIPTS OF CREDIT 


Transcripts of credit will be supplied to all students and 
former students requesting them, subject to certain conditions. 
Individuals must have made satisfactory financial arrangements 
to care for all amounts due the Institute. 


WITHDRAWING FROM SCHOOL 


Students who withdraw from the Institute during any quarter 
must first consult with the Student Personnel Office. This 
protects the student’s scholastic record, his right to re-enroll, 
and his right to transfer to another technical institute. 

A student may withdraw from any course prior to the end of 
the 8th week and receive a W.F. or W.P. with no bearing on his 
G.P.A. There is no limit to the number of times a student may 
withdraw from a particular course. 
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Student Contact. Hours 


The contact hours shown in the catalog are minimal. It is 
a policy of this institution to permit students to enroll in ad- 
ditional subjects and laboratory work beyond those shown in 
the catalog in order to broaden their training. 

When in any quarter the total weekly contact hours listed are 
fewer than twenty-five hours in a technical curriculum and 
fewer than thirty hours in a vocational trade curriculum, a 
student may enroll on request and with the approval of the 
Director of Student Personnel for additional instructional hours 
to make up twenty-five hours per week in a technical curriculum 
or sufficient hours of attendance to make up thirty hours per 
week in a vocational trade curriculum. 


CATALOG REQUIREMENTS 


Candidates for the diploma or degree must meet the require- 
ments as outlined in the catalog for the year of their first 
enrollment or for any subsequent bulletin under which work is 
taken, but in all cases must complete work for their diploma or 
degree within 10 years from the date of the catalog selected. 
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STUDENT EXPENSES 


STATEMENT OF POLICIES REGARDING 
STUDENT EXPENSES 


Tuition and fees for each quarter are payable on or before 
the date of registration. 

All checks and money orders shold be made payable to 
Caldwell Technical Institute. A check given in payment of 
expenses which is returned by the bank creates an indebtedness 
to the Institute and jeopardizes the student’s enrollment. 

Any student who is unable to make payment at the time of 
registration must make special arrangements with the Business 
Manager to pay outstanding balance of tuition and fees within 
the first week of classes. If a longer extension of time is needed 
a student must assure payment of any outstanding balance of 
tuition and fees. 


TUITION 


FULL-TIME STUDENTS 


All vocational, technical, special, and audit students who are 
enrolled for thirteen (13) or more credit hours are charged a 
maximum of $32.00 per quarter; students enrolled for 13 credit 
hours or more are full-time students. 


TYPICAL QUARTER EXPENSES 
FOR ALL FULL-TIME STUDENTS 











Year Year 
Fall “3 Quarter” “4 Quarter” 

Quarter Total Total 
Tuition: ee) Ce ee oe $32.00 $ 96.00 $128.00 
Activity? Fee Gace eee ee eee 3.00 9.00 12.00 
Insurance (Optional) ............ 3.00 3.00 3.00 
Books and Supplies (Estimate) .. 30.00 60.00 70.00 
TOT A Toes vee las ee ee $68.00 $168.00 $213.00 


a i Oe eee SE a 
ed 
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PART-TIME STUDENTS 


The tuition charge for curriculum credit students (and audit 
students) is $2.50 times the number of credit hours for which the 
student is enrolled. Example: 9 credit hours * $2.50 — $22.50. 

The formula for equating credit-hours with contact hours for 
the purpose of figuring tuition charges is as follows: 


1 class hour —1 credit hour 
2 lab hours ~~ 1 credit hour 
3 shop hours—1 credit hour 


ADVANCE TUITION DEPOSIT 


For New Students 


A $5.00 advanced tuition deposit is required with all appli- 
cations for full-time attendance. This amount will be deducted 
from the student’s first quarter tuition charge, leaving a balance 
of $27.00. The tuition deposit is not refundable. 


ACTIVITY FEE 
(Full and Part-time Students) 


All curriculum students taking three or more courses will pay 
a student activity fee of $3 per quarter at the time of regis- 
tration. Part-time students taking two courses will pay $2; stu- 
dents taking 1 course will pay $1. No activity fee will be collected 
for extension courses. These fees are used to finance student 
body activities such as: school newspaper, school annual, dances, 
picnics, sports supplies and equipment, special events, etc. This 
fee is not refundable. 


INSURANCE 


Accident insurance, covering hours in school and transportation 
to and from school, is available for $3.00 per year. Students 
desiring this insurance may make payment to the bookkeeper 
while registering for the Fall Quarter and at other designated 
times. It is not refundable. 

Neither the Institute nor the State of North Carolina carries 
insurance to cover any student for accidents or otherwise. There- 
fore, students enrolled in all shops and labs are particularly 
urged to take advantage of this insurance. 
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Books and Supplies 


A student is required to buy the necessary textbooks and 
supplies prescribed in the curriculum area he is entering. These 
vary according to different courses taken by the student. An 
average expenditure of $30.00 can be expected by the new Fall 
Quarter student for books. The bookstore handles second-hand 
books for students wishing to cut their book expense. Normal 
school supplies are sold during regular bookstore hours. 


FEES FOR SPECIAL PURPOSES 


Graduation expenses for diploma, cap and gown are payable 
at the beginning of the quarter in which the student expects to 
graduate. These costs are presently set at approximately $10.00. 


Cosmetology students are required to purchase their uniforms. 
These costs vary among different students. 


Advotech. The school yearbook is provided to students 
each spring quarter with cost assessed as follows: 


Students paying $9 activity fees — No extra charge 
Students paying $8 activity fees — $1 extra charge 
Students paying $7 activity fees — $2 extra charge 
The yearbook cost is pro-rated so that students paying any 
amount of activity fee will receive that amount of credit on the 


cost of the yearbook. The 1968-69 edition of the Advotech 
sold for $9.00 per volume. — 


LATE REGISTRATION FEE 


Students that have attended Caldwell Technical Institute the 
quarter prior to any registration period will be assessed a $1.00 
per course late registration fee when registering at periods other 
than those specified in the school calendar. 


REFUNDS FOR FULL-TIME STUDENTS 


Tuition refunds for full-time students are made only when a 
Student withdraws from the Institute for unavoidable reasons. 
In such cases, $20.00 may be refunded if withdrawal is completed 


within 10 calendar days from the first day of classes in the 
particular quarter. 
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REFUNDS FOR PART-TIME STUDENTS 


Refunds for part-time students are made only when a student 
withdraws from the Institute for ‘unavoidable reasons. In such 
cases, two-thirds of the student’s tuition may be refunded if 
withdrawal is completed within 10 calendar days from the first 
day of classes in the particular quarter. Refunds for tuition of $5 
or less will not be considered unless a course fails to materialize. 


Refunds for Veterans 

Those students who are veterans or war orphans receiving 
benefits under U. S. Code, Title 38, Chapter 33 and 35 may be 
refunded the pro rata portion of the tuition fee not used at the 
time of withdrawal of such students. 

There is no refund on payments for activity fees, insurance 
premium fees, and special fees such as late registration. 
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FINANCIAL AID FOR 
STUDENTS 


GENERAL INFORMATION 


Caldwell Technical Institute encourages prospective students 
who desire to enroll but face difficult financial problems to 
consult with the Student Aid Committee through the Director 
of Student Personnel. 

This committee is concerned not only with the awarding of 
scholarships but also with awarding work study grants and 
loans. Within the limited funds available for these purposes, 
every effort is made by the Institute to help students who need 
monetary assistance. 


APPLICATION PROCEDURE 


Students who are entering Caldwell Technical Institute for 
the first time and are in need of scholarship aid are requested to 
follow this pattern of cooperation: 


1. After application for admission has been initiated (see 
Admissions), write to the Director of Student Personnel and 
outline need for financial aid. Instructions and the aid 
application, SP form 11, will be sent to the applicant. It is to 
the advantage of the student to apply as early as possible for 
financial assistance. 


2. The applicant should complete the student aid application as 
Soon as possible and return it to the Director of Student 
Personnel. All items on the application must be complete for 
the committee to consider the application. 


3. Report for a personal interview when designated. 
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4. Determination of the scholarship, loan, or work-study grant 
will be made by the Institute’s Student Aid Committee and 
applicants will then be notified by letter from the Director of 
Student Personnel. 


SCHOLARSHIPS 


Scholarships available as of the printing of this publication 
are: 
Claude F. Seila Scholarship 


Awarded each year to one student taking a full time curricu- 
lum. This scholarship, given by the Lenoir Woman’s Club, will 
award $175.00 to the recipient. 


Anna Hasburg Mills 
Memorial Nursing Scholarship 


Awarded each year to one student taking the Practical Nursing 
curriculum. This is a full scholarship covering all tuition, fees, 
and textbooks in the program. This $1,000.00 memorial scholar- 
: Ship fund was given by Mrs. Grace Mills Love. 


Lenoir Kiwanis Club Sponsorship 


Awards granted to students in the form of tuition grants, 
according to need and on a quarterly basis. This $300.00 scholar- 
ship fund was established by the Lenoir Kiwanis Club on Decem- 
ber 27, 1966. 


Half Century Home Demonstration Club Scholarship 
A $150.00 scholarship to be awarded to any deserving student. 


Alpha Delta Kappa Sorority Scholarship 

This tuition scholarship was presented to the Institute on 
December 12, 1967, to be awarded to deserving students. 
The Arthur Alfred Rauchfuss, Sr. Memorial Fund 

A memorial scholarship fund established by the family, to be 
awarded to deserving students. 
Lenoir Woman’s Club Scholarship Fund 


Awards given to students in the form of tuition, fees and text- 
book expense, according to need and on a quarterly basis. This 
scholarship fund was established by the Lenoir Woman’s Club 
in 1966 and is to be awarded to deserving students. 


Mac Dula Studio Scholarship 
A $100.00 scholarship to be awarded a Hudson High School 
student attending Caldwell Technical Institute. 
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Dr. Caroline M. McNairy Scholarship Fund 
A memorial scholarship fund established in 1969 to be awarded 
to deserving practical nursing students. 


Special Scholarship Fund 


Awards granted to students in the form of tuition, fees, and 
textbook grants on a quarterly basis. This $1000.00 Special 
Scholarship Fund was established by 10 area progressive busi- 
nessmen in 1968 and is to be awarded to deserving students. 


NATIONAL DEFENSE STUDENT LOANS 


Caldwell Technical Institute participates in the National 
Defense Student Loan Program. Through this program, low- 
interest, long-term loans are made to full-time students. The 
maximum amount that a student can receive under this program 
is $1000.00 per year. 


COLLEGE SCHOLARSHIP SERVICE 


Caldwell Technical Institute serves students directly as a 
disbursing agency for the College Scholarship Service which 
makes loans to students in varying amounts with low interest 
and long-repayment periods. This is a non-profit organization 
located in Raleigh, N. C. Applications for these loans are avail- 
able from the Director of Student Personnel. 


EDUCATIONAL OPPORTUNITY GRANTS 


This program of direct grants of financial aid is available to 
students from low-income families who would not be able to 
attend Caldwell Technical Institute without such help. Grants 
are made to cover all expenses necessary for the student to 
continue at Caldwell Technical Institute. 


COLLEGE WORK-STUDY PROGRAM 


Caldwell Technical Institute participates in the College Work- 
Study Program which provides on campus work opportunity for 
students needing financial assistance to attend school. Work is 
available for students to assist in the library, faculty and ad- 
ministrative offices, bookstore, laboratories, shops, and building 
maintenance. Students working under this program are paid in 
cash monthly for the work performed. 
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OTHER AGENCIES AND RESOURCES 
Caldwell Technical Institute serves as a referral and infor- 
mation agency for the following resources: 
A. Veterans Benefits 
B. Social Security Agency 
C. Department of Public Welfare 
D 


. Various North Carolina Agencies 


VETERANS EDUCATION BENEFITS 


Caldwell Technical Institute is approved by the Veterans 
Administration for students who are eligible under the law. 
Eligible persons for benefits are urged to take advantage of the 
guidance service and educational facilities of the Institute. 
Veterans and dependents or students who expect to enroll under 
the War Orphans Educational Assistance Act should contact 
their Veterans Service Office in advance of registration. 
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STUDENT SERVICES 


GENERAL PHILOSOPHY 


Caldwell Technical Institute clearly recognizes the importance 
of self-understanding and personal growth in each student as 
well as his intellectual and social development. The Institute’s 
program of counseling and guidance has been developed within 
the context of this philosophy. 

Student services deal with various types of student assistance, 
including admissions, counseling, guidance, orientation, cur- 
riculum placement, supervision and assistance in planning extra- 
curricular activities, part-time employment, financial aid, student 
government, graduate placement, school publications, and refer- 
ral sources. 

Guidance, broadly conceived, is reflected through faculty- 
student relationships, through organized counseling services and 
through extracurricular activities. 


COUNSELING AND TESTING SERVICE 
Counseling 


Opportunity for counseling services is made available to every 
student enrolled in Caldwell Technical Institute. Counseling 
services are available for the discussion of personal problems 
affecting the satisfactory progress of the student in his chosen 
curriculum, for the discussion of his educational progress and 
for the discussion of work or study habits. 

Each student is also assigned a faculty advisor to whom he 
may go for help. 


Testing Service 


Testing is provided at no cost to the students at CTI. In 
addition to admissions tests, the testing program has tests 
available to measure aptitude, temperament, achievement, and 


vocational interest. Individuals are encouraged to avail them- 
selves to these services. 
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Community Counseling Service 


Individuals of the community are invited to participate and 
use the counseling and guidance services available at Caldwell 
Technical Institute. Those individuals who feel they need as- 
sistance in the attainment of personal goals are invited to use 
this service. There is no charge for these services. 


Faculty Advisor System 


This program is a cooperative effort of the faculty and Student 
Personnel Office. At the time of enrollment, each student is 
assigned a faculty advisor. The main purpose of the advisor is 
to assist students in planning their programs and selecting 
courses so that appropriate progress will be realized. Each stu- 
dent is expected to be fully aware of his status in his program 
in relation to standards of the institution. 


Extracurricular Activities 


Student participation in extracurricular activities is en- 
couraged by the Institute. Each student organization is required 
to have a faculty advisor. The Student Government regulates 
all extracurricula activities. 


Alumni Association 


Preliminary plans have been made to establish an active 
alumni association at Caldwell Technical Institute. The first 
organizational meeting was held on June 5, 1969. 


Student and Alumni Placement 


The Placement Service is handled by the Director of Student 
Personnel and is designed to assist all students in their search 
for either temporary or career job opportunities. This service 
seeks to develop and maintain relationships with local and na- 
tional employers who are looking for qualified applicants, and 
schedules recruiting interviews on and off campus throughout 
the year. Students and alumni are encouraged to register and 
confer with this office as frequently as they desire whether or 
not they have immediate need for job placement services. There 
are no fees for this service. 


Student’s Responsibility for Securing Special Help 


It is the student’s responsibility to seek out extra help if 
needed. Instructors are available for conferences at regular 
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scheduled office hours but will not require that a person come 
in for extra help. In all cases, an instructor will be more than 
willing to help, but it is up to the individual to ask for help. 


Social Life 

The Student Lounge is the social and recreational rallying 
point of “CTI students” for relaxation. Students and faculty 
meet informally to drink coffee between classes, especially at 
free periods, for refreshments and snacks or simply to chat with 
friends. 

Students are allowed special rates at local bowling lanes, 
movies, Swimming pools, community centers, etc. These activities 
are in addition to the regularly scheduled extracurricular 
activities of the Institute. 


Honors 


Each year many students receive various honors awarded by 
the faculty and student body of Caldwell Tech. Listed among the 
more important of these are students selected for Who’s Who In 
American Junior Colleges, The quarterly President’s List, 
graduation “With Honors,” Miss C.T.I., Christmas Queen, Editor 
of the “‘ADVOTECH,” Editor of the “Tech Teer,” Officers of the 
Student Government and various clubs, special faculty ‘““Honor” 
certificates to outstanding students, plus many others. 
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LIBRARY 


Learning to appreciate and use the library is an important 
part of every individual’s education. Caldwell Technical Institute 
recognizes this as a significant factor in all of its programs. 
Every effort has been made to supply the best resource material 
to meet the needs of the student, the faculty, and the com- 
munity. 

The book collection includes about 12,000 volumes of books and 
pamphlets representing the different curricula. These books are 
as follows: 


1. Books comprising the core collection and supporting the 
different curricula. 


2. Books on the periphery of the curricula which are of serious, 
general interest. 


3. Books of supplementary reference value, such as general 
histories or biographies. 
4. A representative collection of fiction, short stories, and plays. 


Caldwell Technical Institute subscribes to approximate 200 
well-chosen periodicals which represent and support the cur- 
ricula. 

The library staff provides orientation on how to find and use 
books and materials in the library. Students are urged to use 
the facilities for study and relaxation and to ask for help when 
they feel the need of it. 


ADVANCEMENT LABORATORY (Adjoining Library) 


The purposes of the Caldwell Technical Institute Advancement 
Laboratory are threefold: to provide necessary materials and 
facilities to help adults prepare for the high school equivalency 
examination, to help students and adults gain educational im- 
provement of their own choosing, and to help students remedy 
academic deficiencies. 

The only necessary materials an applicant need furnish are 
pencil and paper, and the only requirement is that he be at least 
sixteen years old. 


33 


DEVELOPMENTAL 
STUDIES PROGRAM 


The Developmental Studies Program in Mathematics is de- 
signed for the technical student whose level of achievement at 
the time of admission to the Institute indicates a low probability 
of success in curriculum courses. A student is selected for this 
program if his high school record, entrance test scores, and 
information gained by interview would indicate the likelihood of 
difficulty with the curriculum for which he has applied. The 
Developmental Studies Program consists of conventional class- 
room instruction and individualized study in the programmed 
materials laboratory. 

For the 1969-1970 school year, a School and College Ability 
Test (S.C.A.T.), Converted Quantitative Score of less than 290 
will indicate placement in D-MAT 090. 

Students assigned to courses of the Development Studies 
Program may also enroll in any credit course for which they are 
prepared. 

The quarter hours of credit shown opposite the course listed 
for this program is for institutional credit only. Institutional 
credit cannot be applied toward the Associate Degree. Such 
credit will be considered only for the purpose of scheduling classes 
and computing charges. 

Awarding grades to students is the responsibility of the class- 
room instructor. Students enrolled in Development Studies will be 
graded by Satisfactory, “S’”, or Unsatisfactory, “U’. Students 
must earn a satisfactory rating in Developmental Studies to 
progress to regular credit course(s) in subject areas. 


Quarter 
Hours Per Week Hours 
Class Lab’ Credit 
D-MAT 090 Developmental Mathematics ........ 2 3 4 


A refresher course for those who have earned the required number of units 
of high school mathematics, or the equivalent, but who have not achieved 
a satisfactory score on the Converted Quantitative Score of the School and 
College Ability Test (S.C.A.T.). For these students, successful completion 
of D-MAT 090 is required before further study of Mathematics for credit. 
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GENERAL ADULT AND 
COMMUNITY SERVICE 
PROGRAMS 


The Caldwell Technical Institute provides training in numerous 
subjects through its General Adult programs. Adult classes are 
held both at the institute and at various locations throughout 
Caldwell, Watauga and Avery Counties. These classes are de- 
signed to prepare individuals for employment or to upgrade 
workers already employed. 

The General Adult department also serves area industries and 
public agencies by providing training for their employees. Train- 
ing under this division of the Institute can be offered at any time 
a need for such training is established. Full details can be ob- 
tained by contacting the Director of Adult Education at the 
Institute. 


Admission Requirements 


Generally speaking any individual who is 18 years of age or 
whose high school class has graduated is eligible for admission 
to General Adult classes; applicants are usually admitted on the 
first come, first served basis. Some classes may have specific 
admission requirements, in such cases the Director of Adult 
Education will inform applicants of these requirements. 


Expenses 


Many of the extension classes are offered without charge to 
the students; in other cases a small fee is charged to cover the 
cost of instructional supplies. Any charges should be paid at the 
first class session. 
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Certificates 
The Extension Division issues certificates to those who com- 
plete a course satisfactorily. 


EXAMPLES OF GENERAL ADULT PROGRAMS OFFERED 


Auto Mechanics Machine Shop Practice 
Auto Electricity Pilot’s Ground School 
Basic Electronics Power Sewing 
Blueprint Reading Slide Rule 
Electricity Small Engine Repair 
Electronic Circuits Supervisory Development Courses 
Furniture Upholstery Tourist Serving Training 
Instrumentation Upholstering 
Janitorial Maintenance Waitress Training 
Loom Fixing 
AGRICULTURAL 
Farm Records Pesticides 
Fertilizers and Lime Welding for Farmers 
BUSINESS 
Typing Shorthand Bookkeeping 
Speed Writing 
CONSTRUCTION 

Bricklaying Plumbing 
Carpentry Ceramic Tile 
Housewiring Construction 

PUBLIC AGENCIES 
Fire Training Nurses’ Aide 
Fire Officer Training Orderlies Training 
Fire First Aid Police Training 


Teacher Aides 
SUPERVISORY DEVELOPMENT 


The Art of Motivating People Effective Communications 
Effective Writing Job Methods 

Effective Speaking Industrial Safety & Accident 
Human Relations Prevention 

Industrial First Aid Job Analysis Training 


Work Measurement 


This, of course, is in no way comprehensive, but is offered 
as a general sample of these courses. For further information on 
this division contact the Director of Adult Education. 


ADULT BASIC EDUCATION 


Adult Basic Education is provided for men and women eighteen 
years of age and older not currently enrolled in a public school. 
Its purpose is to improve the economic and social standing of 
adults in the community. Persons enrolled may be learning to 
read and write, or they may review English, math, social studies, 
or science; however, the main objective of this program is to 
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raise adults to the educational level required for attending the 
adult high school classes. 

There are no charges for these courses. The books are furnished 
by Caldwell Technical Institute. 

The courses are 11 weeks in duration. Classes are scheduled to 
meet two nights a week with most of the classes meeting three 
hours each night. A student may stay in Group 1 (grades 1-4) or 
in Group 11 (grades 5-8) as long as he or the instructor deems 
it necessary. Progression is mainly individual although they are 
in groups. These classes are held in Caldwell, Watauga and Avery 
counties on a continuing basis and interested persons should 
contact the Adult Education Director at Caldwell Technical 
Institute or any education official in the public schools. 


ADULT HIGH SCHOOL DIPLOMA PROGRAM 


The Adult High School Diploma program is not designed to 
compete with regular High School programs, but its primary 
purpose is to give mature adults who have less than a 12th grade 
education another opportunity to earn the High School Diploma. 
Students enrolled in public secondary schools are not eligible to 
enroll in the Adult High School program. Since Adult High School 
classes do not operate on a unit system, the adult student is not 
required to submit a transcript of High School records. How- 
ever all adults regardless of the number of High School units 
previously earned, who enroll in the program must demonstrate 
proficiency in English, Math, Social Studies, and Science at the 
12th grade level before they are recommended for the Adult High 
School Diploma. 

Adult High School classes are offered in the evening program 
at Caldwell Technical Institute and at other locations in Caldwell, 
Watauga, and Avery counties. These classes usually meet two 
nights weekly from 6-10 P.M. New classes begin in September, 
January, March and June. 

When students make satisfactory scores on the four subject 
area tests, they are recommended to the Board of Education in 
Caldwell, Watauga or Avery Counties to receive the Adult High 
School Diploma. Graduation Ceremonies will be held several times 
each year for the Adult Diploma. 
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COURSES OF STUDY 


CALDWELL TECHNICAL INSTITUTE OFFERS THE FOL- 
LOWING PROGRAMS OF STUDY: 


ASSOCIATE IN GENERAL EDUCATION DEGREE 
(see pages 68 and 69 of this catalog) 


ASSOCIATE IN APPLIED SCIENCE DEGREE PROGRAMS 


BUSINESS ADMINISTRATION 
DRAFTING AND DESIGN TECHNOLOGY 
ELECTRONIC DATA PROCESSING 
FURNITURE PRODUCTION ASSISTANT 
LIBRARY TECHNICAL ASSISTANT PROGRAM 
RECREATIONAL THERAPY TECHNOLOGY 
SECRETARIAL SCIENCE 

EXECUTIVE SECRETARY 

MEDICAL SECRETARY 


DIPLOMA PROGRAMS 


AUTOMOTIVE MECHANICS 
COSMETOLOGY 
ELECTRICAL INSTALLATION 
AND MAINTENANCE 
FURNITURE PRODUCTION ASSISTANT (1 YEAR) 
MACHINE SHOP (2 YEARS) 
MECHANICAL DRAFTING 
PRACTICAL NURSE EDUCATION 
TEXTILE PRODUCTION ASSISTANT 
WELDING 


PROJECTED CURRICULA 


To provide curricula that will reflect the changing needs of our 
community and the training patterns for employment, Caldwell 
Technical Institute has the approval of the Department of Com- 
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munity Colleges and the State Board of Education to offer 
additional curricula other than those listed in the present catalog. 
The curricula listed below can and will be offered as demand and 
physical facilities are provided: 


General. Education Electromechanical Mechanics 
Carpentry Textile Production (Full Time) 
Manufacturing Engineering Technology 


TECHNICAL CURRICULA 


The two-year technical curricular program is designed to 
prepare enrollees for technician-level occupations. More emphasis 
is given to theory than in vocational courses. Also, roughly one- 
half of the course requirements are in general education and the 
sciences underlying the particular occupational area. 


BUSINESS ADMINISTRATION (T 18) 


Purpose of Curriculum 


In North Carolina the opportunities in business are increasing. 
With the increasing population and industrial development in 
this State, business has become more competitive and automated. 
Better opportunities in business will be filled by students with 
specialized education beyond the high school level. The Business 
Administration Curriculum is designed to prepare the student 
for employment in one of many occupations common to business. 
Training is aimed at preparing the student in many phases of 
administrative work that might be encountered in the average 
business. 

The specific objectives of the Business Administration Cur- 
riculum are to develop the following competencies: 


1. Understanding of the principles of organization and 
management in business operations. 


2. Understanding our economy through study and analysis 
of the role of production and marketing. 


Job Description 


The graduate of the Business Administration Curriculum may 
enter a variety of career opportunities from beginning sales 
person or office clerk to manager trainee. The duties and 
responsibilities of this graduate vary in different firms. These 
encompassments might include: making up and filing reports, 
tabulating and posting data in various books, sending out bills, 
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checking calculations, adjusting complaints, operating various 
office machines, and assisting managers in supervising. Positions 
are potentially available in business: advertising, banking, credit, 
finance, retailing, wholesaling, hotel, tourist, and travel industry, 
insurance, transportation, and communications. 


BUSINESS ADMINISTRATION 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education ......... 1 0 1 
T-ENG 101 Gramma rrr oe a eee Se ee 3 0 3 
T-BUS 102 LV PE With bit Oe mee et ewe ea ae ye 3 3 
T-MAT 110 Business Mathematics ............. 5 0 5 
T-BUS 101 Introductionetoe business i aes 5 0 5 
T-ECO 102 HeCOnOMICS ae aren rte ee: eee ae 3 0 3 
19 3 20 
SECOND QUARTER 
T-ENG 102 COMPOSITIONS) sar aaeeees ee eee 3 0 3 
T-BUS 120 Accountiney49 Saaees yee Bee ee oe, ce 5 2 6 
T-ECO 104 Hconomics 2. ae es eee ae a 0 3 
T-BUS 115 ‘BUSINES Shel. via a eee S 0 3 
TB WismLcs Businessa. ina nCce aaasae saya aes ss see 3 0 3 
17 2 18 
THIRD QUARTER 
T-ENG 103 iRejoronniy \NGERMbM kG en cee ke eee 3 0 3 
TBUSei24 BusinesseLinancewss sen = eee 3 0 3 
AVSEAONSY AE@ ~wOfLicesMiachiness ase San) eee 2 2 3 
T-BUS 121 NOC OBTUTEVE? | an smo pe BA Pow eS b ine 5 2 6 
T-BUsS 116 Business s awe ieee ee ee oe 3 0 3 
19 4 18 
FOURTH QUARTER 
T-ENG 204 OraleCommunication wo... 24 7 eee 3 0 3 
T-BUS 232 malesgDevelopment — a eee, ane: 3 0 3 
T-EDP 104 Introduction to Data 
Processing ‘System 4774. - 4. 3 2 4 
T-BUS 239 Marketin cover Petite. sn atone a aren 5 0 5 
Hleetivie tigre Ae) hee Wa ee ee ee en 3 0 3 
17 2 18 
FIFTH QUARTER 
T-ENG 206 Business Communication .......... 3 0 3 
T-BUS 243 Advertising Jovisacn ceca ee eee ee oe 3 7 4 
T-BUS 285 Business ‘Management™.... 2): 8 0 3 
Social Science Elective ............ 3 0 3 
Elective + Sag eino | Bae Rae hee 3 0 3 
15 2 16 
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SIXTH QUARTER 


T-BUS 229 hax CS geet thee ke a ba T 3 2 4 
T-BUS 247 BisinesselnsUraneG as ote. sin vie occ acne 3 0 3 
T-BUS 272 Principles of Supervision .......... 3 0 3 
T-BUS 271 Office Management ................ Si? 0 3 
Social Science Elective ............ 3 0 3 

Opes hrs. 4 50s oe ee eee 3 0 3 

18 2 19 


Total Quarter Hours in Courses 94 
Electives (Min.) 15 


Total 109 


DRAFTING AND DESIGN—MECHANICAL (T 43) 


Purpose of Curriculum 


- This curriculum was prepared for the purpose of outlining a 
training program for students of mechanical drafting and design 
technology. There are certain identifiable duties which are com- 
mon to all technicians of this general classification and which 
comprise the basic areas of technical knowledge they need. This 
curriculum has been designed for training persons in the accepted 
performance of these basic duties that will be assigned, and to 
enable the individual student to become proficient in a short time 
after he becomes and employed in the industry. 

Courses in general education have been included to give a 
student the assurance and understanding that come with edu- 
cation upon a broad base. The technician associates with many 
levels of thought and expression—administrative personnel, sci- 
entists, engineers, skilled workmen. He must be able to com- 
municate effectively with all levels. Courses containing essential 
information from related subject areas, such as mathematics, 
physics, and mechanics have been included in order to provide 
the student a better academic base for his training. Emphasis 
is placed upon ability to think and plan. He must also be able 
to draw. His introduction to industry will begin on the drawing 
board; therefore, he must be able to perform well there. 


Job Description 


Mechanical drafting and design technicians are concerned with 
the preparation of drawings for design proposals, for experi- 
mental models and items for production use. — 

These technicians perform many aspects of drafting in a 
specialized field, such as the developing of the drawing of a 
section, sub-assembly or major component. Investigating design 
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factors and availability of material and equipment, production 
methods and facilities are frequent assignments. They assist in 
the design of units and controls from specifications by utilizing 
drawings of existing units and reports on functional performance. 
They may draw components in industrial fields based on engi- 
neers’ original design concepts or specific ideas. Also, they may 
be assigned as coordinators for the execution of related work 
of other design, production, tooling, material and planning 
groups. Technicians with experience in this classification may 
often supervise the preparation of working drawings. 

The technicians are employed in many types of manufacturing, 
fabrication, research development and service industries. Sub- 
stantial numbers also are employed in communications, trans- 
portation, public utilities, consulting engineering firms, and fed- 
eral, state, and local governments. 


DRAFTING & DESIGN—MECHANICAL 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education .......... aL 0 1 
T-ENG 101 Grammar Slr AED, Re SWAN ceed SN Re 3 0 3 
T-MAT 101 Technical, Mathematics’ 22455. ..- 24. 5 0 5 
T-PHY 101 Physics: Properties of Matter ...... 5 ” 4 
T-DFT 101 fLechnicale DW Taktih Coe re 2 6* 4 
T-MEC 101 Machines Processes 2... ie. saan 0 6* 2 
14 14 19 
SECOND QUARTER 
T-ENG 102 Compositionpesenis eee ee ee 3 0 3 
T-MAT 102 Technical Mathematics ............ 5 0 5 
T-PHY 102 Physics: Work, Energy, Power ..... 3 2 4 
T-DFT 102 Mmechnica lie) rat cin seer 2 he 4 
T-MEC 102 Machinem roceSscs inant e nnn 0 6* 2 
io Seiden atte 
THIRD QUARTER 
T-ENG 103 Reporte writin pee ees eee 3 0 3 
T-MAT 103 Technical Mathematics ............ 5 0 5 
T-PHY 103 Physics ehlectricit ya inane 3 2 4 
T-PHY 106 Applied ‘Mechanies 4...) 02. ee: 5 0 5 
T-DFT 103 Jechnical#Dratting 9.72 eee. eee 2 6* 4 
18 8 21 


* “Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 
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FOURTH QUARTER 


T-ENG 204 OraleCommunication ............,. 3 0 3 
T-DFT 201 Wechnica le Drathin ge. 482 ks ous doe 2 6 4 
T-DFT 204 Descriptive Geometry .............. ji) 4 4 
T-MEC 205 ptrength of Materials ............. 3 2 4 
T-MEC 210 PirysicalgeMetalhire yell: ees ee 3 35 4 
13 15 19 

FIFTH QUARTER 
Social Science Elective ............ 3 0 3 
T-DFT 205 Designs Drarting stents. 2 6* 4 
T-DFT 211 Mechanis msm eet. co ere. ®. hy 3 2 4 
T-MEC 211 BiivetcaleMetallurevise toc adic on 3 Bye 4 
HOLE CLLY Cape iE ee Se C5 ce 3 0 3 
14 11 18 

SIXTH QUARTER 
Social Science Elective ............ 3 0 3 
T-DFT 206 Design’ Dratting [laweieeo se)... 2 6* 4 
T-MEC 235 Hydraulics & Pneumatics .......... 3 Be 4 
Ce Se ee ee 3 0 3 
HICCUly Cane ee oe St & 0 3 
14 9 ily 


Total Quarter Hours in Courses 97 
Minimum Electives 15 


Total 112 


* “Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 


ELECTRONIC DATA PROCESSING (T-22) 
Purpose of Curriculum 


The ability to process large quantities of information at high 
speed is a necessary prerequisite for modern technical achieve- 
ments. Electronic and electromechanical systems, illustrated by 
the digital computer, are the most important tools for infor- 
mation processing, and they perform many commercial and scien- 
tific tasks too complex or too lengthy to be accomplished by 
manual operations alone. 

Electronic data processing is that science dedicated to the 
solution of human problems by automatic means. These problems 
assume a wide variety, and computers are used for such en- 
deavors as the maintenance of business records, the solution of 
mathematical and engineering problems, the control of industrial 
processes and tools, and the evaluation of data and languages 
in such fields as social science, humanities, and linguistics. Com- 
puters even find a place in such aesthetic disciplines as art and 
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religion, where they produce graphical displays and examine 
biblical texts. 

Many occupational specialities are needed to control a large 
computer system effectively. These include the positions of key 
punch operator, unit record machine operator and programmer, 
computer operator, computer programmer, systems analyst, engi- 
neer, and supervisor. The community college data processing 
curriculum is especially designed to prepare students for careers 
as computer operators and programmers for both commercial and 
scientific computer systems. In addition all students are given 
training in the operation and programming of unit record equip- 
ment, including key punch, sorter, reproducing punch, collator, 
and accounting machine. 


Job Description 


The data processing specialist often is called upon to perform 
many varied tasks in a computer center. He is required frequently 
to operate and program both unit record machinery and the 
computer system. He may be a member of a programming team, 
whose responsibility is to prepare programs for computer solution 
through joint effort. He may be asked to transform the general 
requirements of accountants, business managers, engineers, and 
mathematicians into specific programs which can be efficiently 
executed by the computer. At intervals he may be required to 
update, revise, correct, and write programs as the needs of 
management dictate. 


DATA PROCESSING—BUSINESS 
CURRICULUM BY QUARTERS 


Quarter 
p Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education .......... 1 0 1 
T-ENG 101 GFaMma Pe wee te ie 0. a we ee 3 0 3 
T-MAT 101 Technical Mathematics.» 9. ase 5 0 5 
T-EDP 100 Introduction to Computers ......... 3 0 3 
T-EDP 101 Hun ChOme WaArin oat oa) oe 2 2 3 
T-EDP 106 Compiler vangvuage 1) 2. ne 2 2 3 
TW ee ee 
SECOND QUARTER 
T-ENG 102 Composition .00 5-10 0. tuar nee ee 3 0 3 
T-MAT 214 mtatisti¢s: oy). et, ee eee 5 0 5 
T-BUS 120 Accounting (9) ieee ee 5 2 6 
T-EDP 108 Assembler Language .............. 2 4 S 
15 6 18 
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THIRD QUARTER 


T-ENG 103 ELCNOremWwiTiting 6.6.40) a, 5 5 Sie ln 3 0 3 
T-BUS 121 PCC OLE CAT eR MM Wards i ses ae tin bas 5 2 6 
T-EDP 202 Compiler Language II .............. Pe 4 4 
T-BUS 101 Introduction to Business .......... 5 0 5 
15 6 18 
FOURTH QUARTER 
T-ENG 204 Orale Communication saektec.. .; #60 sr 3 0 3 
T-EDP 208 Programming ApplicationsI........ 2 4 4 
T-EDP 214 Compuretaovateisel- ee NS 2 Pe 3 
T-BUS 225 COsteNCcOununoh arene. Ho... dla). hy 2 4 
T-EDP 210 TANGA te TOS TAMING se hs ic. ace) oars 3 2 4 
foe ions 
FIFTH QUARTER 
T-EDP 209 Programming Applications II ...... 2 4 4 
T-EDP 215 Computer ovstemsull «4 2.......... 2, 2 3 
T-EDP 219 Systems and Procedures ............ 3 0 3 
Social Science Elective ............ 3 0 3 
HOCULV.C eimetMee crate ape rh chs os cs 3 0 3 
13 Be 
SIXTH QUARTER 
T-EDP 217 DWatar Processing. Project) i)... < . 1 8 5 
T-BUS 255 Interpreting Accounting Records .... 8 0 3 
Social Science Elective ............ 3 0 3 
Business Mlective. 2+)... cee 3 0 3 
lectiviegetec! Gay. SAR Ae iii... 5 0 3 
13 8 17 


Total Quarter Hours in Courses 90 
Electives 15 


Total 105 


LIBRARY TECHNICAL ASSISTANT PROGRAM (T-80) 


Purpose of Curriculum 


There is a growing need for men and women to assist Li- 
brarians by assuming the many technical and clerical responsi- 
bilities essential to the operation of the modern library. The 
Library Technical Assistant is a library worker who has gradu- 
ated from a program in Library Technology, usually established 
in a two-year institution such as a junior college or community 
college, with a degree of Associate of Arts with a defined major 
in courses in Library Technology. He is capable of work in sup- 
port of professional librarians. Under their supervision, he can 
be expected to have sufficient knowledge and skills to perform 
the assigned or routine duties in the library, and in some cases 
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to be capable of supervision of untrained library clerk personnel. 

The Library Technical Assistant program is designed to pre- 
pare persons for employment in various types of libraries—public 
school, hospital, government, and industry. The curriculum pro- 
vides a background of general education and basic library skills 
to prepare interested students to enter library work above the 
minimum clerk status. It also introduces a variety of library 
experience into which a trained person may enter, suiting abili- 
ties to the particular job. The library courses would be helpful 
as background for students desiring to enter the professional 
library field and the business courses could provide a good back- 
ground for further business business training. Thus, the graduate 
of the Library Technical Assistant program may enter a variety 
of career opportunities. 


Job Description—Library Technical Assistant 


DEFINITION. Library technical assistant duties are based on 
skills required by the library clerk, but, in addition, a proficiency 
developed in one or more functional areas or in certain limited 
phases of library service is required. Library technical assistants 
will generally follow established procedures which have been 
developed by librarians. They work under the supervision of a 
librarian and may supervise and direct library clerks or clerical 
staff. In a closely coordinated library system, a library technical 
assistant may be responsible for a service unit. 

In this category, there may be personnel with additional quali- 
fications such as college credits or some courses in library service 
whose educational background qualifies them for more inde- 
pendent responsibility for limited aspects of library services. 


LIBRARY TECHNICAL ASSISTANT 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education .......... 1 0 1 
T-ENG 101 Grammars ser oe £8 ee eee 3 0 3 
T-MAT 110 Business Mathematics ............. 5 0 5 
T-BUS 102 ypewriting = eee en 2 3 3 
T-LIB 101 Introduction and Orientation 
to Library Services .............. 3 2, 4 
science. lective: a) 0 aaa 3 0 3 
17 5 19 
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SECOND QUARTER 


T-ENG 102 COMPOSit]O Name eee, t.ho ew, 3 0 3 
T-BUS 103 (EV DOW EIUIN OUMME pao tet By eae s ceo . 2, 3 3 
T-BUS 120 PNCCOMNLIN De mee A cls. 55, ob es ee 5 2 6 
T-LIB 102 Book Selection and Order 
PrOCCCUY CREM te ore. 5. ens chk as 3 2; 4 
Science Mlectiveme == .42..-+....4.-.. 3 0 3 
16 tf 19 
THIRD QUARTER 
T-ENG 103 iene Senay |... o.co aan do ee ee 3 0 3 
T-BUS 104 TNWOERAATD ONES” 5s , 3 alae ee ee ee 2 3 3 
T-BUS 110 Offices Vachiness a | 7 Re 3 
T-LIB 102 Inibrarvakteterencempmn es. 5.). 3 0 3 
T-HUM 101 ELUIMA ni tes meee Metra a ts, kas 4 0 4 
T-BUS 134 Personal Development ............. 3 0 3 
17 5 19 
FOURTH QUARTER 
T-ENG 204 OralsGommunicationees: ..-4 06.64... 3 0 3 
T-EDP 104 Introduction to Data Processing .... 3 2 4 
T-LIB 201 Introduction to Classification 
and Cataloging-Filing ........... 3 a 4 
T-HUM 102 ELGIMaAn i tlCSmemeeen re rete tka fo 4 0 4 
ectivemrever 2 ee, oe PPP es. | 3 0 3 
16 7 18 
FIFTH QUARTER 
T-LIB 202 Library Circulation Routines ....... 3 0 3 
T-BUS 214 secretarial Procedures ............ 3 2 4 
T-HUM 103 ERT a1 Ge See 4 0 4 
T-LIB 203 Diprary ee cacCl ce maneware rs ee ne 0 6 3 
MIC CTIV.EME oe Pes eo cee ee 3 0 3 
13 8 17 
SIXTH QUARTER 
T-AUD 101 Audio Visual Materials ............ 2 3 4 
T-LIB 204 limloreemay JERVIS 0. oo wean eee eee 0 6 3 
T-POL 103 Governments paw wares a ey eee 5 0 5 
T-HIS 201 Geocraph ymmeeierwre ren kee, scree ae: 3 0 3 
IDIOTS... suk ts oe, Sk eee ees ee 3 0 3 
13 9 18 


Total Quarter Hours in Course 96 
Electives 13 


Total 109 


FURNITURE PRODUCTION ASSISTANT (T 75) 
(Degree Program) 


Purpose of Curriculum 

The curriculum guide was prepared in cooperation with CTI 
and the area Furniture Committee. The purposes of this program 
are to develop the following competencies: 
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1. Better performance of the student on the job. 

2. Train for a specific production or staff job in local Furni- 
ture Industry. 

3. Train for jobs in production operations. 

4. Knowledge of supervisory responsibilities as they apply to 
production requirements. 

5. Knowledge in specific elements of technical operations. 

6. Understanding the principles of organization and pro- 
duction operation of the furniture industry. 


Job Description 


The graduate of this program may serve in many areas of the 
local furniture industry. These areas would include: Assistant 
to Plant Manager, Methods Improvement, Quality Control In- 
spector, Cost Estimators, Product Engineer Trainee, Production 
Control Trainee, Material Control Supervisor, Department Super- 
visor, Production Scheduling and Control, Material Testing, Em- 
ployee Trainer, and Industrial Safety. 


FURNITURE PRODUCTION ASSISTANT 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education .......... 1 0 1 
T-ENG 101 JAaraM ina Pee mete tee kee oe ee 3 0 3 
T-MAT 110 Business Mathematics ............. 5 0 5 
T-FURN 104 Characteristics of Wood ............ Pe 0 a 
T-DFT 101 Deraitinggieau et. ne: a eee ve 5 4 
T-FURN 108 Production Equipment I .......... 4 0 A 
T-FURN 105 Glues ain 4. tence Oo etic) Ae ee aL 0 1 
18 5 20 
SECOND QUARTER 
T-ENG 102 Composition je.m.c hse. heme, See 3 0 3 
T-FURN 109 Production Equipment II .......... 4 0 4 
T-FURN 102 Construction & Billing I ........... 1 3 2 
T-DFT 102 Draftitig mic aco te eee ee 7 6 4 
T-PSY 206 Applied Psychology ............... 3 0 3 
13 9 16 
THIRD QUARTER 
T-ENG 103 Reportuwriting: eee eee 3 0 3 
T-FURN 103 Construction & Billing II °.-)e23e 1 iS 2 
T-BUS 101 Introduction to Business .......... 5 0 5 
T-FURN 106 Abrasive Material & Method ....... 2 2 3 
T-DFT 103 Drafting i Bt. Aa eee 2 5 4 
13 10 17 
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FOURTH QUARTER 


T-ENG 204 OvraleGommunication ..cfiwue.e 2.4 3 0 3 
T-ISC 201 Industrial Organization & 

Nanagementwerme., Fe 3 0 3 
T-BUS 272 Principal of Supervision ........... 3 0 3 
T-BUS 111 Collecting & Reporting Info. ....... 2 2 3! 
T-FURN 107 Finishing Method & Material ...___. 2 2 3 
T-FURN 112 Routing, Scheduling & Process __... 2 2 3 
| 15 er nye 

FIFTH QUARTER 
Social Science Elective ............ 3 0 3 
T-ISC 103 Production Controlae =... ... Aiba tea | 3 2 
T-BUS 285 Cost Records & Estimates ........ 2 0 2 
T-ISC 102 IndustrialeSalet yah, Siete ss.. 3 0 3) 
T-ISC 203 Motions Stud Varennes 3 2 4 
Bicctivess. © et ree re ek LU % 0 3 
15 5a ae 

SIXTH QUARTER 
Social Science Elective ........... 3 0 53 
T-ISC 207 Foremanship Supervision .......... 3 0 3 
T-ECO 102 PCONOMMCSMME I ee en. 3 0 3 
T-ISC 202 Stalityve Controle. keel stes-.. 5. 3 0 3 
T-ISC 204 WaluemA nia lyst eer eeere tea 96 PE pore 3 0 3 
CCE Car SiMe eR Plc ® icin, io: 3 0 3 
i Mee 


Total Quarter Hours in Course 94 
Electives 12 


Total 106 


RECREATIONAL THERAPY TECHNOLOGY (T 83) 


Purpose of Curriculum 


In recent years much national, state, and local attention has 
been focused on the lack of recreation services offered our ill 
and disabled citizens. With this increased emphasis, community 
and institutional recreation agencies and others are developing 
new and creative programs for the handicapped which require 
trained recreation leaders at all levels. 

This curriculum is designed to provide recreational therapy 
technicians to work with the handicapped on the leadership or 
activity level. Major emphasis of the curriculum is placed on 
developing specific activity skills in arts and crafts, sports and 
games, music, drama, dance, and social recreation. The cur- 
riculum also provides courses which develop the students’ under- 
standing of the limitations and abilities of the handicapped as 
well as the techniques and skills in the adaptation of recreation 
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activities. Student placement in various settings (hospitals for 
mentally ill, mentally retarded, alcoholic etc., community recre- 
ation programs) is also an integral part of the program. 


Job Description 


The graduate of the Recreational Therapy Technology Cur- 
riculum may enter a variety of careers in the field of recreation. 
In most situations the technician will work under the supervision 
of a professional recreator. 

The majority of job opportunities for the recreational therapy 
technicians is available in the state institutions for the handi- 
capped (mentally retarded, mentally ill, alcoholics, and cor- 
rectional centers, etc.) but more and more community recreation 
departments and volunteer agencies are beginning to employ 
persons to work in recreation with the handicapped. The tech- 
nician would also possess the skills and background knowledge 
to work as an activity director in sports activities, arts and 
crafts and others, or to supervise and conduct programs for 
various recreation facilities in public, private, commercial, 
industrial, and institutional settings. The qualifications for 
different agencies vary, but most all recreation agencies offer 
positions at the technical level. 


RECREATIONAL THERAPY TECHNOLOGY 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education ......... ik 0 il 
T-ENG 101 Grammar erie... -tiewet @ el eee 3 0 3 
TeRHC 101 Introduction to Recreation Services 3 0 3 
T-REC 102 Introduction to the Ill & Handicapped 3 0 3 
T-REC 108 Medical Terminology & Basic 
Anatom View. Bob a) uc eee 3 0 3 
T-REC 109 RirstoA id. @eSatety 2) io ee 3 0 3 
T-REC 110 Recreational Arts & Crafts ........ 7h 4 3 
aly 4 19 
SECOND QUARTER 
T-ENG 102 Compositions... 2 4) ae ee 3 0 3 
T-REC 121 SocialsRecreationy, Glue sane 3 0 3 
T-REC 103 Adaptive Phy. Ed. & Rec. Act. ..... 2 2 3 
T-REC 104 Recreation & the Treatment Team .. 3 0 3 
T-AUD 101 Audio-Visual RAidsy = 35 Pe ee eee 2 3 4 
T-MUS 101 Recreational Music ................ 1 4 3 
14 9 19 
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THIRD QUARTER 


T-ENG 103 Reporte writin gre’ ©. url Powe sgeehnet 3 0 3 
T-REC 105 Recreational Areas & Facilities 
CnC rorramirianninge’ .. 25.0... 3 0 3 
T-REC 106 Resident & Day Camp Adm. ...... 3 0 3 
T-REC 107 Team Sports & Games In Ree. ..... 1 6 4 
T-SOC 201 TiO mCOs DOGIOIOLY. 6. . ose cas oe snn 3 0 3 
T-REC 207 Procucuinememme terre ts 0 6 2 
13 ey 18 
FOURTH QUARTER 
T-ENG 204 Oral Communication ............... 3 0 3 
T-REC 201 Recreation Administration ......... 3 0 3 
T-SSC 205 American Institutions Qa.) ...\->.. 5 0 3 
T-REC 203 Water-Related Sports & Act. ...... ik 4 3 
T-MUS 201 Folk, Square & Social Dance ...... 1 4 3 
T-REC 208 Bro Cuicuiniuen Gat was tee. ee SG, 0 8 3 
11 16 18 
FIFTH QUARTER 
T-SSC Social Science Elective ............ 3 0 3 
T-REC 202 Recreational Leadership ........... 3 0 3 
T-PSY 210 Child Growth & Development ...... 3 0 3 
T-BUS 272 Effective Supervisory Practices .... 3 0 3 
T-REC 204 Individual Sports & Games ........ 1 4 3 
T-REC 209 BP ACULCH TN a eiirE sce ne 0 8 3 
13 «12~—~C*«*<*z‘W 
SIXTH QUARTER 
Social Science Elective ............ 3 0 3 
T-REC 206 hecreavionall Dramawee wos... ...... 1 4 a 
T-REC 205 Nature & Outdoor Recreation ..... 3 0 3 
T-REC 210 EEACLICIINIEMET. A EMS. A es 0 24 8 
7 28 iti 


Total Quarter Hours in Courses 103 
Electives 6 


Total 109 


SECRETARIAL SCIENCE 


(Medical and Executive) 
(T 32) (T 30) 


Purpose of Curriculum 
The demand for better qualified secretaries in our ever- 


expanding business, 


industry, government, and professional 


world is becoming more acute. The purpose of these curricula is 
to outline a training program that will provide training in the 
accepted procedures required by the business, industrial and 
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professional areas and to enable persons to become proficient 
soon after employment in their particular field. 

Each of the above listed curricula is designed to offer the 
students the necessary secretarial skills in typing, dictation, 
transcription, and terminology for employment in the particular 
area of work. The special training in secretarial subjects is 
supplemented by related courses in mathematics, accounting, 
business law, and personality development. Courses designated 
by an asterick (*) will be oriented to the major area such as 
medical or executive. 


Job Description 


The graduates of these programs should have a knowledge 
of the terminology peculiar to the major area, skill in dictation 
and accurate transcription of all correspondence, memoranda, 
and reports. The graduate may be employed as a stenographer 
or secretary in a variety of offices in businesses such as insurance 
companies, banks, marketing, institutions, financial firms, 
doctors’ offices, medical and health institutions, and government 
agencies. 


SECRETARIAL SCIENCE 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education ......... 1 0 1 
T-ENG 101 (Gramma regio me aes ee ee eee 3 0 3 
T-BUS 102 VDE Ww. Litin 2 aaa eee on ee 2, 3 3 
T-MAT 110 Business Mathematics ............. 5 0 5 
T-BUS 101 Introduction to Business ........... 5 0 5 
T-BUS 106 Shorthand Gees Meee eee he Le 3 2 4 
19 5 4 vail 
SECOND QUARTER 
T-ENG 102 MCOMBOSIEION gen ae er cle ca ee ee 3 0 3 
T-BUS 103 TY PCWLILIN Gis. os Ae: Oe 2 3 3 
T-BUS 107 SHOTUAN Caen ee ae ee 3 2 4 
T-BUS 120 ACCOUDLING 25. Se) do. ee a 5 2 6 
T-BUS 115 BusinGssim (7a Wire eee et etc eee 3 0 3 
16 7 19 
THIRD QUARTER 
T-ENG 103 Reportawritingg=) 308. ep eee ae 3 0 3 
T-BUS 104 Ty pewritinggunne a sae eee 2 3 3 
T-BUS 108 Shorthand s2ae../ eee eee 3 2 4 
T-BUS 110 Oflice’ Machines) ae oe eee 2 2 3 
T-BUS 134 Personal Development ............. 3 0 3 
1133 q 16 
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FOURTH QUARTER 


T-ENG 204 Oral Communications .............. 3 0 3 
*T-BUS 206E Dictation and Transcription 
(IUXECUTIVE MRM er ok A. atau 3 2 4 
*T-BUS 206M Dictation and Transcription 
(Medica! ) iii dg oval Jikus Lcoks aoe 3 2 4 
T-BUS 205 Advanced Typewriting ............. 2 3 3 
T-BUS 211 OiticesMachinessm ss. ie... fo 2 2 3 
T-EDP 104 Introduction to Data Processing 
SYVStern Ss mee yee et, I anak 3 2 4 
*T-BUS 183M Terminology and Vocabulary 
(Medical) eee re oe 3 0 3 
lective (lxecutive)i ee. 3) 0-00. ds 3 0 3 
Executive 16 9 20 
Medical 16 9 20 
FIFTH QUARTER 
T-ENG 206 Business Communications .......... 5} 0 3 
*T-BUS 207E Dictation and Transcription 
(CEEXCCULIVIC) mand wee MAL a Sth foci: oto 3 2 4 
*T-BUS 207M _ Dictation and Transcription 
(ONLedi cal) rnmtre suntan ech. 2 3 2 4 
T-BUS 214 Secretarial Procedures ............. 3 2 4 
T-BUS 219 Credit Procedures and Problems 
(CEC CUtiv.c)) Mens enero Hut sabe. yi cis ke: 3 0 3 
*T-BUS 284M Terminology and Vocabulary 
(Medical) Pero, r. feasts ee ss. 3 0 3 
Social Science Elective ............ 3 0 3 
Executive 15 4 ply 
Medical 15 2 17 
SIXTH QUARTER 
*T-BUS 208E Dictation and Transcription 
GExecutive) dgweece re eeies ets , 3 2 4 
*T-BUS 208M _ Dictation and Transcription 
(Medical) te ec eee ee ee 3 2 4 
T-BUS 271 OfticesManagvementiew en. aa aoe 3 0 S 
T-BUS 247 Business sinsurances tne ee; Fei wia 3 0 3 
Social Science Elective ............. 3 0 3 
Elective Te reer Tr tn oe 3 0 3 
Executive 15 2, 16 
Medical 15 2 16 
Total Quarter Hours in Courses eee seseee 
Electives (Min.) 9 i 
Total 109 109 


* These courses will be oriented to the major area, Medical or Executive. 


VOCATIONAL CURRICULA 


One year diploma programs designed to prepare enrollees for 
trade level occupations. Much emphasis is given to the develop- 
ment of manipulative skills. 
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AUTOMOTIVE MECHANICS (V 03) 
Purpose of Curriculum 


This curriculum provides a training program for developing 
the basic knowledge and skills needed to inspect, diagnose, repair 
or adjust automotive vehicles. Manual skills are developed in 
practical shop work. Thorough understanding of the operating 
principles involved in the modern automobiles comes in class 
assignments, discussion, and shop practice. 

Complexity in automotive vehicles increases each year because 
of scientific discovery and new engineering. These changes are 
reflected not only in passenger vehicles, but also in trucks and a 
variety of gasoline-powered equipment. This curriculum provides 
a basis for the student to compare and adapt to new techniques 
for servicing and repair as vehicles are changed year by year. 


Job Description 


Automobile mechanics maintain and repair mechanical, 
electrical and other parts of passenger cars and trucks. In some 
communities and rural areas, they also may service tractors or 
marine engines and other gasoline-powered equipment. Mechanics 
inspect and test to determine the causes of faulty operation. 
They repair or replace defective parts to restore vehicle or 
machine to proper operating condition. 

Automotive mechanics in smaller shops usually are general 
mechanics qualified to perform a variety of repair jobs. A large 
number of automobile mechanics specialize in particular types 
of tests and repair work. For example, some may specialize in 
repairing only electrical tune-up, power steering, and power 
brakes, or automatic transmissions. Usually such specialists 
have an all-round knowledge of automotive repair and may 
occasionally be called upon to do other types of work. 


AUTOMOTIVE MECHANICS 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education .......... 1 0 1 
PME 1101 Internal Combustion Engine ........ 4 15 9 
MAT 1101 Fundamentals of Math ............ 5 0 5 
ENG 1101 Reading Improvement ............. 2 0 2 
PSY 1101 Human; Relations ia. 1 ee ee 3 0 3 
15 15 20 
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SECOND QUARTER 


PME 1102 Electrical and Fuel Systems ........ 5 14 10 
ENG 1102 Communication Skills ............. 3 0 3 
PHY 1101 PA DDUCUMSCIONCE | Gtk. wc os ak 3 2 4 
DFT 1101 Schematics and Diagrams ......... 0 3 1 
11 19 18 
THIRD QUARTER 
AUT 1123 Chassis and Suspension Systems .... 8 11 7 
AUT 1121 ISTAKING DOV SLCDUeIIRNS | 5 lev bea 8 3 3 4 
AHR 1101 Automotive Air Conditioning ...... 2 3 3 
PHY 1102 PA DDMEGMOCIONCOmM Fhe sil eee ek. 3 2 4 
11 19 18 
FOURTH QUARTER 
AUT 1124 POWELe LTA OVStCM ate a os ks: 3 9 6 
AUT 1125 Automotive Servicing ............. 3 9 6 
WLD 1101 ASICs AS VW CLGING ware 5 he i.e oa 0 3 il 
BUS 1103 Small Business Operations ........ 3 0 3 
9g 21 16 


COSMETOLOGY (V 09) 


Purpose of Curriculum 


Today the cosmetologist is called upon to advise men and 
women on problems of make-up, diet, and care of the hair, skin 
and hands, including the nails. Cosmetology has become a science 
consisting of the use of cosmetics based on scientific principles. 
The Cosmetology Curriculum is designed to prepare the student 
for employment in the field of cosmetology. The curriculum 
provides instruction and practice in manicuring, shampooing, 
permanent waving, facials, massages, scalp treatments, hair 
shaping, and styling. This curriculum is approved by the North 
Carolina State Board of Cosmetic Art Examiners. 

The first quarter of instruction consists of an introduction to 
Cosmetology including the fundamentals of ethics, history 
theory, and practice. The class activities include practical lessons, 
lectures, demonstrations, student practice on wefts and man- 
nequins. 

The second quarter of instruction places more emphasis on 
manipulative skills. The acquisition of correct habits and skills 
is stressed. Practical work is done almost exclusively on patrons 
and models. 

The third quarter correlates theory with practice in the study 
of related subjects and developing more advanced artistic skills. 

In the fourth quarter the students are capable of doing work 
and are equipped for the state examination and outside work. 
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Each student, prior to finishing an application to the Cosmetic 
Arts Board for examination, is given a test both theoretical and 
practical. 

For additional information pertaining to rules and regulations 
governing the Cosmetology program we refer you to Chapter 
354, Public Law 1943. This publication may be obtained by 
writing to North Carolina State Board of Cosmetic Art 
Examiners, Box 1108, Raleigh, North Carolina. 


Job Description 


A trained beautician is in constant demand. She can find 
employment in the many beauty shops found in every com- 
munity. A cosmetologist performs many functions in providing 
beauty services for customers. Some of the functions are mani- 
curing, shampooing, hair shaping, hair styling, hair coloring, 
finger waving, wig care, rinses, permanent waving, facials, scalp 
treatments, bleaching, and other services demanded of a beau- 
tician. 


COSMETOLOGY 
CURRICULUM BY QUARTERS 
Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education ......... 1 0 il 
COS 1101 Introduction to Cosmetology ....... 5 1 5 
COS 1102 ‘Bacteriology, Sanitation, and 
ICITStRVAIG —lleneee eat. CPi oe. wane 5 2 6 
COS 1103 Shanipooeandahins ase 0 2 1 
COS 1105 Finger Waving and Pin Curling .... 1 9 4 
COS 1107 WAIRTOWINDE? 5 ie 8 MON Go So de A eo hone Al z, 2 
BUS 1134 Personal Development ............. 3 0 3 
16 16 Pa 
SECOND QUARTER 
COS 1111 Hair Styling and Wig Care ........ ® 9 5 
COS 1115 Tintingwand Bleaching 9. wean i 8 4 
COS 1106 Laie S801 oar il 9 4 
ENG 1102 Commauinie atl Oe > Kill sae 3 0 3 
7 26 16 
THIRD QUARTER 
COS 1110 Permanent Waving—Cold and 
Heats W.a Views Sele) ae ne oy eter Pe 15 ra 
COS 1118 Anatomy2] 5. (eine > ren 2 eee 3 2; 4 
COS 1120 Macials:} ag. Sere ahs sl are eee: 1 5 3 
PS eel loin Human. Relationsmensss.. eee 3 0 3 
9 22 1 
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FOURTH QUARTER 


COS 1116 Scalpe Treatments. .n4) jee Oe 1 2 2 

COS 1119 PS DACOM Ye LIQ ie en We, 2 4 3 
COS 1121 Disorders of Skin, Nails, 

QP TEE En) i eae? ee 5 3 6 

COS 1122 TCCELICIEY meme MRP Y cins 5 oo ecahe Ree oh 3 i 3 

COS 1123 CUOISE NV ere fro ies ss aw hdd de 2 1 2 

BUS 1103 Small Business Operations ......... 3 0 B 

Mlectivememacwea ae ero a. S48 3 0 3 

19 i 22 


DRAFTING—MECHANICAL (V 17) 


Purpose of Curriculum 


This curriculum is designed to prepare students to enter the 
field of mechanical drafting. The first two quarters contain 
courses basic to all fields of drafting. The third and fourth 
quarters contain specialization and related courses that prepare 
one to enter mechanical drafting occupations. 

Each course is prepared to enable an individual to advance 
rapidly in drafting proficiency upon entering the field of work. 
Courses are arranged in sequence to develop drafting skills and 
proficiency in mathematics and science. The draftsman associates 
with many levels of personnel—administrative, architects, engi- 
neers, skilled workmen—and must be able to communicate 
effectively with them. Courses to develop knowledge and skills 
in communication, human relations, economics and industrial 
organization are provided to assist the student in developing 
understanding and confidence in his relations with other persons. 


Job Description 


A draftsman prepares clear, complete, and accurate working 
plans and detail drawings, from rough or detailed sketches or 
notes for engineering or manufacturing purposes, according to 
the specified dimensions: makes final sketch of the proposed 
drawing, checking dimension of parts, materials to be used, the 
relation of one part to another, and the relation of the various 
parts to the whole structure. Makes any adjustments or changes 
necessary or desired. Inks in lines and letters on pencil drawings 
as required. Exercises manual skill in the manipulation of tri- 
angle and other drafting tools. Lays tracing paper on drawing 
and traces drawing in pencil or ink. Makes charts for repre- 
sentation of statistical data. Makes finished designs from 
sketches. Utilizes knowledge of various machines, engineering 
practices, mathematics, building materials, and other physical 
sciences to complete the drawings. 
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A mechanical draftsman performs the general duties of a 
draftsman and also specializes in making rough freehand and 
mechanical drafting sketches of proposed mechanical devices, 
and the drawing of necessary details. Prepares accurate scale 
drawings of parts or machines from specifications. 


DRAFTING—MECHANICAL 
CURRICULUM BY QUARTERS 
Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education .......... il 0 i 
DFT 1121 Dira tine ng ted i, SU ine eo Nee ae 3 15 8 
MAT 11038 Geometry oir oe. te. aoe ee ae ee 3 0 3 
ENG 1101 Reading Improvement ............. 2 0 2 
PSY 1101 Feu ak ella to; ee ee 3 0 3 
13 15 17 
SECOND QUARTER 
D2 2 DD raecin' oy a ee wate es tate et ee ee ee 3 6 5 
DFT 1125 DescriptiverGecome try aise eae 2 3 3 
MAT 1102 Algebratt\ +. 0a. inpehet ti eae. Gel. Baas 5 0 5 
ENG 1102 Communications kill Sienee eee 3 0 3 
PHY 1101 PAGO) OLE SYCIINES. fk doe dats ado e Ook 3 2 4 
16 11 20 
THIRD QUARTER 
DETETS 1 Mechanicale Drattin cans ane ee 3 9 6 
MAT 1104 rio OnGMeLTY See ae: 5a ie rie © sarees 3 0 3 
Pane ky Applies CleENCememe arian aan 3 2 4 
MEC 1113 Re SHODMERTOCESSCS an Een ae tee 2 3 3 
MEC 1115 Treatment of Ferrous Metals ...... % 3 * 
13 LT 19 
FOURTH QUARTER 
DFT 1132 Mechanical Dratting @5, 5 sere oeee 3 2 7 
MEC 1114 Shopenrocesses 3.24 Lita a, eee 2 3 3 
MEC 1116 Treatment of Nonferrous Metals ... 2 3 3 
BUS 1105 Industrial Organizations |). 0... 42 3 0 3 
BUS 1103 Small Business Operations ........ 2 0 3 
13 18 19 


ELECTRICAL INSTALLATION AND 
MAINTENANCE (V 18) 


On the completion of the Electrical Installation and Mainte- 
nance Course, one would be prepared to enter into the electrical 
field as an assistant electrician in any of two general areas. 
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1. Construction area: This would include new wiring, rewiring 
of residential, commercial, and industrial buildings. 


2. Maintenance area: This would include installation and 
maintenance of motors, motor controls and industrial 
electronics. 


He will have acquired a basic knowledge of the National 
Electrical Code—as to wiring design, wiring methods, materials 
and equipment for general uses. He will have developed a skill 
in using electrical prints, trouble-shooting, electrical controls and 
the repair of electrical and electronic equipment. He will have 
acquired a basic knowledge of business procedures and organi- 
zation. 

Within four to six years upon completion of this course and 
with dedication to one’s work, he will become a highly skilled 
electrician craftsman in his area. 


ELECTRICAL INSTALLATION AND MAINTENANCE 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education ......... 1 0 1 
ELC 1112 Direct and Alternating Current .... 4 12 8 
ENG 1101 Readinem lnprovenent msn a. 2, 0 Zz 
MAT 1115 Kilectricale Mathiae sane nn eee te eh so 5 0 5 
iersve Tlaleal lekovonaym ASAI). 5 Hb o.oo eee oe 3 0 3 
DHL 1110 Blueprint Reading: Building Trade .. 0 3 1 
15 15 20 
SECOND QUARTER 
ELC 1113 Alternating and Direct Current 
Machines and Controls .......... 5 14 10 
ENG 1102 Communicablonts kil Siemens  e 3 0 3 
DFT 11138 Blueprint Reading: Electrical ...... 0 3 1 
JegINC TOT Appiicdhmciencetynes tas. hs a8 9 3 2 4 
11 19 18 
THIRD QUARTER 
ELC 1124 Residential Wiring ......... Cee 5 9 8 
ELC 1125 Commercial and Industrial Wiring .. 2 9 5 
PHY 1102 PAD DledeOelenCe waa. sud psa sak + lc 3 2 4 
10 20 17 
FOURTH QUARTER 
ELN 1118 Industrial Electronic Fundamentals . 4 8 7 
ELN 1119 Industrial Electronic Controls ae 4 ae! 8 
BUS 1103 Small Business Operations ........ 3 0 55 
11 19 18 
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FURNITURE PRODUCTION ASSISTANT (V 40) 


(Diploma Program) 


This curriculum was developed by the Furniture Industry 
Advisory Committee and this Institute with the primary purpose 
of better performance on the job. This would include people who 
have Furniture Production jobs, but want to improve them- 
selves, and people without jobs who want to become qualified to 
obtain one. 

Graduates of this curriculum will be awarded an appropriate 
diploma and may transfer credit into the degree program if they 
desire to do so. They may serve the industry as machine 
operations checker, stock control man, expediter, sub-foreman, 
drafting, liaison man, production control clerk, section or group 
leader, supervisory trainee, project man, sample man, and bill 
out man. 


FURNITURE PRODUCTION ASSISTANT 


CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education .......... al 0 ‘lh 
T-DFT 101 mech mica mona ft ines s na ee 2 5 4 
T-FURN 104 Characteristics of Woods .......... 2 0 2 
TSFURN #07 -)-himishines Methods). v.20 2 2 3s 
T-FURN 108 Production Eqiupment I .......... 3 0 3 
T-PSY 206 Appliedsesyenology 71.4.4... 9se ae 3 0 3 
ts 7 16 
SECOND QUARTER 
T-DFT 102 fhechnicale rat tin coy yearn nn eee 2, 6 4 
T-FURN 102 Construction and Billing I........ il 3 2 
T-FURN 109 Broductions 2quipmente tse 4 0 4 
T-FURN 105 Ces! ree ie 6 SAAR ee eee 1 0 hi 
T-ISC 201 Industrial Org. & Management .... 3 0 3 
lal 9 14 
THIRD QUARTER 
T-FURN 103 Construction and Billing II ........ 1 3 2 
T-ISC 203 NMotion® Stud Vase tere een ee ene 3 2 4 
T-FURN 106 Abrasive Material and Method ..... 2 2 3 
T-ISC 202 Quality Controle? sees een ee ee 35 0 3 
T-FURN 112 Routing, Scheduling & Processing .. 2 2 3 
LL 9 15 
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FOURTH QUARTER 


T-ISC 103 EP TOUCUCtTIONS@CONUTOL 4. ..1.... «ck eee | a 3 2 
T-BUS 285 Cost Records and Estimation ....... 2 0 2 
T-BUS 111 Collecting and Reporting Information 2 2 3 
T-ISC 207 Supervisory Responsibilities ........ 3 0 3 
T-DFT 103 echnicalm@prarting = ..0f. 26. 07.8 2 5 4 

10 10 14 


PRACTICAL NURSING EDUCATION (V 38) 


Purpose of Curriculum 


The accelerated growth of population in North Carolina and 
rapid advancement in medical technology demand an increased 
number of well-trained personnel for health services. Realizing 
this need, the State Department of Community Colleges, in 
conjunction with local hospitals, administers programs of 
practical nurse education in local school systems, community 
colleges and technical institutes throughout the state. 


The aim of the Practical Nurse Education Program is to 
make available to qualified persons the opportunity to prepare 
for participation in care of patients of all ages, in various states 
of dependency, and with a variety of illness conditions. 


Students are selected on the basis of demonstrated aptitude 
for nursing as determined by pre-entrance tests, interviews with 
faculty members, high school record, character references, and 
reports of medical and dental examinations. 


Throughout the one-year program, the student is expected to 
grow continuously in acquisition of knowledge and understand- 
ings related to nursing, the biological sciences, the social sciences, 
and in skills related to nursing practice, communications, inter- 
personal relations, and use of good judgment. Evaluation of stu- 
dent performance consists of tests on all phases of course content, 
evaluation of clinical performance, and evaluation of adjust- 
ment to the responsibilities of nursing. A passing score is 
required on all graded work, plus demonstrated progress in 
application of nursing skills to actual patient care. 


Job Description 


Graduates of accredited programs of practical nurse education 
are eligible to take the licensing examination given by the North 
Carolina Board of Nursing. This examination is given three 
times each year, usually in April, June, and October. A passing 
score entitles the individual to receive a license, and to use a 
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legal title ‘Licensed Practical Nurse.” The licsense must be 
renewed every two years. 

The LPN is prepared to function in a variety of situations: 
hospitals of all types, nursing homes, clinics, doctors’ and 
dentists’ offices, and, in some localities, public health facilities. 
In all situations, the LPN functions under supervision of a 
registered nurse and/or licensed physician. This supervision 
may be minimal in situations where the patient’s condition is 
stable and not complex; or it may consist of continuous direction 
in situations requiring the knowledge and skills of the registered 
nurse or physician. In the latter situation, the LPN may function 
in an assisting role in order to avoid assuming responsibility 
beyond that for which the one-year program can prepare the 
individual. 

Job requirements for the Licensed Practical Nurse include 
suitable personal characteristics, ability to adapt knowledge and 
understandings of nursing principles to a variety of situations, 
technical skills for performance of bedside nursing, appreciation 
for differences of people and for the worth of every individual, 
a desire to serve and help others, and readiness to conform to 
the requirements of nursing ethics and hospital policies. 


THE BANNER ELK PROGRAM OF 
PRACTICAL NURSE EDUCATION 


Caldwell Technical Institute operates an additional Practical 
Nurse Education Program at Banner Elk, North Carolina. The 
clinical practice for this program is held in the Charles A. 
Cannon Jr. Memorial Hospital, Banner Elk, North Carolina. The 
nursing students are provided free meals, rooms (Female stu- 
dents only), and health services by the hospital. Classes are held 
in the nurses’ dormitory located on the Lees McRae College 
campus. The course of study is exactly as stated below. 


PRACTICAL NURSING 
CURRICULUM BY QUARTERS 


Quarter 

Hours Per Week Hours 

Course Title Class Lab Credit 

FIRST QUARTER 

T-GUI 101 Introduction to Education ......... 1 0 2 
PSY 1101 HumansRelationsia ns eee 3 0 3 
NUR 1101 Basicy Sciencemay oi eee 5 4 6 
BUS 1134 Personal Development ............. 3 0 3 
NUR 1102 Introduction to Patient Care ....... 6 6 8 
MAT 1101N Mathemniatics¢\in04 i he eee 3 0 3 
2 10 24 


62 


SECOND QUARTER 


NUR 1103 Medical-Surgical Nursing I ........ 4 0 4 
NUR 1104 Hospital eearemorm matients* ls ln. 0 24 8 
NUR 1109 Marernalecm ntanie @a rem ye ante 4 0 4 
NUR 1110 CArerormintantsmen Oniidrents st. 4 0 4 
12 24 20 
THIRD QUARTER 
NUR 1105 Medical-Surgical Nursing II ... 9 0 9 
NUR 1106 Hospitals @arenot Pauients™ . ...” 0 24 8 
NUR 1111 Dini eNdministratOnues 3 0 3 
12 24 20 
FOURTH QUARTER 
NUR 1107 Medical-Surgical Nursing III ......12 0 2 
NUR 1108 Hospital Care of Patients* ... 0 24 
12 24 20 


* This may be one or combination of clinical experiences in Obstetrical, 
Pediatric, or Medical-Surgical Nursing. 


TEXTILE PRODUCTION (V 47) 


Purpose of Curriculum 


This program in Textile Production is designed to provide 
training for individuals employed or who are seeking employ- 
ment in the textile industry. It is designed to provide the indi- 
vidual with the basic knowledge and skills necessary to enter 
into or to advance into the more responsible positions requiring 
leadership ability and a thorough knowledge of textile oper- 
ations. Courses are included in this program to provide the 
individual with an understanding of the manufacturing process 
from the raw product to finished material. Courses such as 
Textile Fiber, Yarn Manufacturing, Weaving, Knitting, Fabric 
Design and Analysis, and Textile Testing are designed with 
laboratories to provide experiences in the practical as well as 
the theoretical aspects of the industry. The program concludes 
with courses in Industrial Organizations, Supervisory Responsi- 
bility, Cost Records and Cost Estimates, Production Control, and 
Work Measurement to provide the individual with the back- 
ground and knowledge for advancement into supervisory re- 
sponsibilities. 

The textile industry is North Carolina’s leading employer. Its 
demand for trained personnel in the production phase has greatly 
increased over the past few years. Many job opportunities are 
available in responsible jobs in production and textile testing for 
the graduate of this program. 
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TEXTILE PRODUCTION 
CURRICULUM BY QUARTERS 


FIRST QUARTER 


T-GUI 101 
MAT 1101 
TEX 1104 


SECOND QUARTER 


TEX 1101 


ISC 1001 


ENG 1101 


THIRD QUARTER 


ENG 1102 
TEX 1108 


FOURTH QUARTER 


TEX 1110 
PHY 1101 


FIFTH QUARTER 


TEX 1106 
PHY 1102 


SIXTH QUARTER 


TEX 1120 
PSY uL04 
BUS 1105 


SEVENTH QUARTER 


TEX 1115 


ISC 1110 


EIGHTH QUARTER 


ISC 1123 
ISC 1125 
ISC 1121 
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Part Time 

Hours Per Week 

Course Title Class 
Introduction to Education ......... it 0 
Fundamentals of Mathematics ..... 5 0 
Mex Gileg Hb Gis nr een eae 2 2 
8 2 
Vale) MiewemeeaCbrine IE ce ee one 3 3 
WakChOISENWUE ERE bc ea a cuca boece 3 0 
Reading Improvement ............. 2 0 
8 3 
Communications skills eee 3 0 
Ween Wiernbiieyerirane I oe 5 6 
8 6 
Ren 1 ENN OF to, 8 Mea Rh ear 3 3 
ANpLiedsOClENCHs . es ie ee eee 3 2 
6 5 
WIGAVATIC Mie a? oy o) eee eee; ee 2 3 
A DDNedESclence: ats ye tie ee es ee 3 2 
5 5 
Fabric Design and Analysis ........ 3 3 
Hahovoneya JRCUERBOINS cc coe oe 3 0 
IndustrialmOnc:aniza tl Onan 3) 0 
9 3 
Textiles Testing sssae = ae ener ee 3 3 
Productions Controle sean 3 2 
6 5 
Work Measurement ............... 3 2 
Supervisory Responsibility ......... 3 0 
Cost Records and Cost Estimates .. 8 0 
9 2 


Quarter 
Hours 


Lab Credit 


eal nin Sees k fe \ es 


3 | 
ol ww, 


MACHINIST (V 32) 


Purpose of Curriculum 


This curriculum was prepared to meet a definite need for 
training of machinists. Surveys show that many existing indus- 
tries lack time and facilities for training enough machinists to 
meet present and future needs. Expanding industries located in 
our State and new industries invariably express the need for 
skilled craftsmen who have the background, knowledge, and 
potential to advance. 


This program will give students the opportunity to acquire 
skills and related information necessary to gain employment in 
the machine shop industry. 


Job Description 


The Machine Shop is the backbone of our present economy and 
requires a special skilled worker to perform the complex oper- 
ations involved. The machinist is the skilled worker who shapes 
metal parts by using machine tools and proper total shop 
practice. His training and work experience enables him to plan 
and carry through the operations needed in turning out a ma- 
chined product. A machinist is able to select the proper tools, 
materials, and methods required for each job and to plan the 
cutting and finishing operations called for on the blueprint or 
written instructions. He is able to make most standard shop 
computations related to tooling, feeds, speeds, and dimensions of 
the work. He is able to use precision measuring instruments such 
as micrometers, vernier calipers, vernier height gages, and indi- 
cators to maintain accuracies of his work to, sometimes, within 
thousandths of an inch. 


The skilled worker must be able to set up and operate most 
types of machine tools such as drill presses, lathes, milling 
machines, boring machines, and grinders. In addition to most 
“standard” machines, he also spends time setting up and 
operating some more productive machines such as numerical 
tape controlled machines, turret lathes and automatic screw 
machines. He also becomes familiar with the composition of 
metals so as to be able to select, heat treat and quench parts to 
improve their mechanical properties. 


His wide knowledge enables him to turn a piece of metal into 
an intricate, precise final product. 
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MACHINE SHOP 
CURRICULUM BY QUARTERS 


FIRST QUARTER 


T-GUI 101 
MEC 1101 
MAT 1101 
DFT 1104 
ENG 1101 
PSYsi101 


SECOND QUARTER 


MEC 1102 
PHY 1101 
DFT 1105 
MAT 1102 
ENG 1102 


THIRD QUARTER 


MEC 1103 
PHY 1102 
DFT 1106 
MAT 1104 
ECO 1101 


FOURTH QUARTER 


MEC 1104 
MAT 1123 
MEC 1117 
BUS 1105 


FIFTH QUARTER 


MEC 1118 
WLD 1126 
MEC 1115 
MEC 1120 


SIXTH QUARTER 


MEC 1119 
MEC 1116 
MEC 1121 
MEC 1122 
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Quarter 

Hours Per Week Hours 

Course Title Class Lab Credit 
Introduction to Education .......... 1 0 1 
Machine’ Processes ae a ae 3 iy 7 
Fundamentals of Mathematics ..... 5 0 5 
Blueprint Reading & Sketching .... 0 3 1 
Readingeimprovement sana 2 0 2 
un anelve lao nis aaa iS 0 3 
14 15 19 
NMachiINeEETOCESSCS nasa 3 11 {( 
PNGoyolnkeyols SOLS, yn bo ea ee one ee 3 2 4 
Blueprint Reading & Sketching .... 0 3 il 
INTO ODT ae cae eles © auKi 8 | oat eae Vaan ome 5 0 5 
Communication Skills .............. 3 0 3 
14 16 20 
Machine = EroceSsSes sania anne 3 12 a 
ESD DINedet SCIEN CC mae ann nt ene mennns 3 2 4 
Blueprint Reading & Sketching .... 0 3 1 
AU BRR MVNA? 2 gaa hsaeaeeneaeoe- 3 0 3 
Economics a SE ee ne Ed) AE 3 0 3 
Ne ike 18 
Machines Processesm ase itl 3 12 4 
Wining WBS oo ss esa cho da ook 3 0 3 
SELUCEMTE OtMe VLC a San aun ae eee 3 2, 4 
Industria] Organization ........... 3 0 3 
12 14 17 
Advanced Machine Processes ...... 3 12 i 
Wielding. tgi. lion cic ree eee ee Pe 4 3 
Treatment of Ferrous Metals ...... 2 3 S 
Machines Repairer een nen a 1 3 2 
8 22 15 
Advanced Machine Processes ...... 33 9 6 
Treatment of Non-Ferrous Metals .. 2 3 3 
Machine Repair, =) a eee 1 3 2 
Production Procedures ............. 4 So 5 
10 18 16 


WELDING (V 50) 


Purpose of Curriculum 


The content of this curriculum is designed to give students 
sound understanding of the principles, methods, techniques and 
skills essential for successful employment in the welding field, 
and skills essential in metals industry. 


Job Description 


The principal duty of the welder who uses manual techniques 
is to control the fusion of metals by directing the heat from 
either an electric arc or gas welding torch and to add filler metal 
where necessary to complete the joint. He should possess a great 
deal of manipulative skill with a knowledge of jigs, mathematics, 
basic metallurgy, and blueprint reading. 

A well-trained welder may find employment in many different 
industries. Shipbuilding, automotive, aircraft, guided missiles, 
railroad, tank construction, and pipe fitting industries are 
examples of manufacturing concerns which employ welders. 


WELDING 
CURRICULUM BY QUARTERS 
Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education .......... 1 0 1 
WLD 1120 Oxyacetylene Welding and Cutting . 3 13 7 
MAT 1101 Hundamentals,Of Math 6) abi «24 5 0 5 
Poy 1161 PiInIa ie tela VOD Sate nue Le sees ee, 3 0 3 
ENG 1101 Reading Improvement .......... jee 0 2 
DFT 1104 Blueprint Reading: Mechanical ..... 0 3 il 
14 16 19 
SECOND QUARTER 
WLD 1121 SAT CH Wiel d 11 ome er eels sce 3 12 7 
MAT 1103 Geometry Vian Pete ie ee. ae 3 0 3 
DEFT 1117 Blueprint Reading: Welding ....... 0 3 1 
ENG 1102 Communication Skills. 2.0 .04..¢2. 4: 3 0 3 
ey 101 Ap pledseciencey har © fee c ak 3 2 4 
12 17 18 
THIRD QUARTER 
WLD 1123 Inert Gas. Welding «...°.)6)..1'.4.%. 1 3 2 
WLD 1124 Pipesweldingmee...2 sen. 2: ot. AM. 3 12 7 
PHY 1102 Applied Science ..... 3 2 4 
DFT 1118 Pattern Development and. Sketching 0 3 1 
WLD 1112 Mechanical Testing and Inspection .. 1 3 2 
8 23 16 


67 


FOURTH QUARTER 


WLD 1122 Commercial and Industrial Practices 3 9 6 
WLD 1125 Certification Eractices in 3 6 5 
MEC 1117 Seructurenot oO Metals meee ene 3 2 4 
BUS 1105 IndustrialsOreanizatl One 3 0 5 

12 iy 18 


ASSOCIATE IN GENERAL EDUCATION 
DEGREE 


Caldwell Technical Institute has offered the General Edu- 
cation Degree courses since 1967. The program is designed for 
students interested in a broad two year program of college-level 
General Education. This program provides the basic freshmen 
and sophomore level courses found in most college curricula. 

When a student has completed the two years of basic General 
Education requirements and accumulated additional elective 
courses totaling 96 quarter hours, he will be granted the two 
year Associate in General Education Degree. 


ASSOCIATE IN GENERAL EDUCATION DEGREE 
Curriculum By Quarters 


FRESHMAN YEAR 


FIRST QUARTER 
Quarter Hours 


Course Title Credit 

ENG 101 GCollegoslimg lish Gatti. coe hata ee eee hen ee 3 
HES aot Wiorl die Cvallizat1O nea ere ne 3 
SCI 101 PHysicalpocience: 7 othe ur <  ee  e 3 
MATH 101 IntrodMcnionebomVla the nis) c a 15) 
PHY. ED: 1010) Physically Hducation £2 4200.3 et eee 1 
GUID. 101 INtLOdUeclOne On E.G UGatlO nin ei 1 

16 


SECOND QUARTER 


Course Title Credit 

ENG 102 Grammarand Composition... 795.4... 0) ene 3 
HIS 102 World, Civilization). q¢Gee eee) eee 3 
PHY. ED. 102 Man and His Physical Environment ........... 3 
SPEECH 101 Fundamentals*of.Speechaaaaaee eee ae 3 
GEO 101 PhysicaliGeoeraphy sa eee eee 4 
PHY. kD; Physicalgiducations: qs atte eee oe 1 

17 
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THIRD QUARTER 
Quarter Hours 


Course Title Credit 

ENG 103 Grammar andsComposition . 2... .....50n.- 408 3 
HIS 103 Worle CixalVAMRON 5.25.15 eoenn5cuoadnatvabedan 3 
PHY. SCI 103 Man and His Physical Environment ............ 3 
GEO 102 CCOCraAphy Meee tel foo. wae acd ne beecan us 3 
PSY 201 GeneralmisyCiOlo ovarian ee ee B 
PHY. ED. IPVanpsieall TOHECRNOI ... 5.06 soo dao aneuesouaan ae nae il 

18 


SOPHOMORE YEAR 


FOURTH QUARTER 
Quarter Hours 


Course Title Credit 
ENG 201 Enelish Masterpieces 4. 2,........ 00560245 us 3 
BIO 201 (encraleZoolog yi ae fot eek oo ewe bee we bo 4 
ELEC (38) 9 
16 


FIFTH QUARTER 
Quarter Hours 


Course Title Credit 
ENG 202 Preis Masterpieces, mere mre leet. s/n. viene es 3 
BIO 202 General eb OCan Var ee en en ae 4 
PHI 202 Incroduction: to, Philosophy. #.4...4.-....1...0. 3 
ELEC (2) 6 
16 


SIXTH QUARTER 
Quarter Hours 


Course Title Credit 
ENG 203 CrEAtIVOR Wilt iLO sre mens een GARE Ne ccs sh lied BAe 3 
PHI 203 Contemporary ml Seles sai wae he Ge ee 3 
ELEC (8) 10 
16 


CURRICULUM INDLUDES 99 QUARTER HOURS OF GENERAL EDU- 
CATION COURSES AND ELECTIVE COURSES. 
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ACADEMIC CALENDAR 


FALL QUARTER 1970 (55 Days) 


Registration M-Tu-W __ Sept. 7, 8, 9 

Classes Begin Th Sept. 10 8:00 A.M. 
Fall Quarter Ends W Nov. 25 10:00 P.M. 
Exams M-Tu-W_ Nov. 28, 24, 25 

Thanksgiving Holidays Begin W Nov. 25 10:005 Pane 


WINTER QUARTER 1970-1971 (55 Days) 


Registration Tu-W Dec. 1, 2 

Classes Begin Th Dec. 3 8:00 A.M. 
Christmas Holidays Begin F Dec. 18 5:00 P.M. 
Classes Resume M Jan. 4 8:00 A.M. 
Winter Quarter Ends W Mar. 3 10:00 P.M. 
Exams M-Tu-W Mar. 1, 2,3 


SPRING QUARTER 1971 (55 Days) 


Registration Tu-W Mar. 2, 3 

Classes Begin M Mar. 8 8:00 A.M. 
Easter Holidays Begin ann April 8 10:00 P.M. 
Classes Resume Tu April 13 8:00 A.M. 
Spring Quarter Ends Ww May 26 10:00 P.M. 
Exams M-Tu-W May 24, 25, 26 


SUMMER QUARTER 1971 (53 Days) 


Registration Th-F June 3, 4 

Classes Begin M June 7 8:00 A.M. 
Independence Holidays Begin F July 2 5:00 P.M. 
Classes Resume M July 12 8:00 A.M. 
Summer Quarter Ends W Aug. 25 10:00 P.M. 
Exams M-Tu-W- Aug. 23, 24, 25 


FALL QUARTER, 1971 (55 Days) 


Registration Sept. 6, 7, 8 

Classes Begin Sept. 9 8:00 A.M. 
Fall Quarter Ends Nov. 24 10:00 P.M. 
Thanksgiving Holidays Begin Nov. 25 

Exams Nov. 22, 23, 24 





WINTER QUARTER, 1971-72 (55 Days) 


Registration 

Classes Begin 

Christmas Holidays Begin 
Classes Resume 

Winter Quarter Ends 
Exams 


SPRING QUARTER, 1972 (54 Days) 


Registration 

Classes Begin 

Easter Holidays Begin 
Classes Resume 
Spring Quarter Ends 
Exams 


SUMMER QUARTER 1972 (53 Days) 


Registration 

Classes Begin 

July 4th Holidays 
Classes Resume 
Summer Quarter Ends 
Exams 


Novy. 29, 30 

Dec. 1 8:00 
Dec. 21 10:00 
Jane 8:00 
Feb. 25 10:00 
Feb. 238, 24, 25 

Mar. 1, 2 

Mar. 6 8:00 
Mar. 31 5:00 
Apr. 10 8:00 
May 26 5:00 
May 24, 25, 26 

June 5, 6 

June 7 8:00 
June 30 5:00 
July 10 8:00 
Aug. 25 5:00 
ANU, BR, BAL, AS 


A.M. 
P.M. 
A.M. 
POM. 


A.M. 
P.M. 
A.M. 
P.M. 


A.M. 
ae 
A.M. 
P.M. 
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Mie seeeliueNets WISEMAN, 4) ¢ .le:4 644 Sealife ya eee en Business Affairs Secretary 


INSTRUCTIONAL STAFF 


co Tena 1e, Tea aM Ig Iie 0 eee rr Data Processing 
B.S., High Point College; M.A., Syracuse University. 


Per OCM sR maimielh 2 on Motes Automotive Mechanics, Welding 
Gaston Technical Institute. 
Peminnicig. Greorge W. «in fee pase Industry Relation Tech. 


B.A.; Elon College; M.Ed., University of North Carolina; Additional study, 
N. C. State University. 


Le OSG, SSO Ce a Psychology 
B.A., Winona State College; M.S., Winona State College. 
leer. ls ING AV h ne Management Tech. 


B.S., N. C. State University; M.Ed., N. C. State University; Ed.D., Uni- 
versity of North Carolina. 


Bennett, Mark W....... Area Consultant—Electric Co-operative 
Attended Weaver College. Training 

HESS UOLC Re HR EWA), 1 oy gl SIRI ea English 
B.S., Appalachian State University; M.A., Appalachian State University 

Pa COCA eat St ioe aa Bea Cag oa Drafting 
B.S., Appalachian State University; M.A., Appalachian State University 

Fen SLT CNG Sivas het 2. shale a td whe es Sou dod ew os Practical Nursing 
B.S., Montreat College; R. N., Memorial Mission Hospital. 

ECR el Vat aL & Suatiaee kk aa, 6 Nursing—In Service Training 
R.N., Forsyth Memorial Hospital. 

WATAD OC Osa ING Gumi nal 6.015) 5 5 eal dem Sox Library Technology 
B.A., Emory Henry College; M.A., Appalachian State University. 

LOTR WB WATS Soy eR en) oe Drafting 


B.S., Western Carolina University; Graduate study, Appalachian State 
University. 


Marpenver, HO Will Ly pret. vache cece is rea . -Math-Physics 
B.A., Lenoir Rhyne College; M.A., Appalachian State University; additional 
study, Wake Forest University. 


arpentchs | NOMaAS MUSONC gy. .ea ses ns eee ee Economics 
A.A., Brevard College; B.S., Clemson University; M.A., Appalachian State 
University, additional study, N. C. State University. 


SE COSD Vc) Ollie \ eae pe de Be lewd pris ae Social Studies 
B.S., Wake Forest University; M.A., Appalachian State University. 

WYETH ORO ea a oe ee ee Bete eer a Sociology 
A.B., Catawba College; M.S., N. C. State University. 

MCIZOACH. Vela eta Soo. ok valk bls SRG oe eer Accounting 


B.C.S., University of Georgia; M.B.A., Syracuse University. 


Waker, Gharlés: i. easy cee cee) etek eee orange ee ae Biology 
B.S., Applachian State University; M.A.T., University of North Carolina. 


Gwyn; Rufusi@. fee en ee Data Processing 
B.A., University of Philadelphia; Additional study, New York University, 
and N.C. State University. 


Haves; Inorid CR yas ee eee Social Science 
Ph.D., University of Vienna 
HaynesiB ghd uc a ae Machine Shop 


Diploma, Gaston Technical Institute; Additional study, N. C. State Uni- 
versity. 


Hemphill Jimmy) eee ee oe eee Recreational Therapy 
B.S., University of North Carolina; M.S., University of North Carolina. 
Hoyles Esther-Geeiiae: Beaver eee Library Technology 


B.A., University of North Carolina at Greensboro; M.A., Appalachian State 
University. 


Kellerssjudy Site) ccs eee ane eee Cosmetology 
Diploma, Hickory Beauty School; additional study, Wake Forest University. 


Kelly; Stie'Gs tie oes esse tien, eee ac ee English 
B.A., Meredith College; M.A.T., University of North Carolina. 


Kineaid,. Glad lav Sigs See ee eee English 
A.B., Lenoir Rhyne College; M.A., Appalachian State University. 


Kirby,sG. Steward ag 4:. 04.4 eee ee ee Social Science 
A.B., Lenoir Rhyne College; M.A., Appalachian State University; 6th year 
specialist in Educational Administration, U. N. C. - Chapel Hill 


Kiziah, ROVaIGe meee ee eee eee Secretarial Science 
B.S., Appalachian State University; M.A., Appalachian State University. 


LOrenzO.e Manuel) pee ee eee eee reer eee Spanish 


B.S., Appalachian State University; M.A., Appalachian State University; 
Additional study, Louisiana State University, University of Madrid, Texas 
Technological College, University of Argentina. 


Marion) Mabyalie aire. 2) eee ee eee Practical Nursing 


B.S., University of North Carolina at Greensboro; R.N., N. C. Baptist 
Hospital. 


Martine) ONiN Vora eee tere at eee eee eer Mathematics-Physics 
B.S., N. C. State University; M.A., Appalachian State University. 


Millers William*H.)\ 20222 ee ee ee Engineering 
B.S., N. C. State University 

McAtee? Charles: aye ss en ee Business Education 
B.S., University of N. C.; M.B.A., Harvard Business School. 

McLean: Glaudiggis cea cee ae Preparatory Education 


B.S., Appalachian State University; Graduate study, Appalachian State 
University. 


Minton jORral ne) VW oes eee ee Secretarial Science 
B.S., Appalachian State University; M.A., Appalachian State University. 
NiblockM= Lawrence.) ....or oe eee Math-Physics 


A.B., Catawba College; M.A., Fisk University. 














Peteria MeL NOMAS WW anette ts lee ea ee Physical Education 


A.A., Louisburg College; B.S., Atlantic Christian College; M.A.T., Uni- 
versity of North Carolina. 


(PSO, AOS oes Sy er rrr Welding 
B.S., Appalachian State University; additional study, N. C. State Uni- 
versity. 


Scheller, Robert L...... Electrical Installation and Maintenance 
U.S. Navy, Electrical Instructors School. 


SURTOOTE,. ROSE (Ch ee ee Se Psychology 
B.A., Lenoir Rhyne College; M.A., Appalachian State University; Edu- 
cation Specialist Certificate, University of Texas; Additional study, Uni- 
versity of Wyoming. 


ee oA EIN ee nd. es De eae Building Trades 
A.A., Mars Hill; B.S., Appalachian State University; M.Ed., University 
of North Carolina; Ed.D., University of North Carolina. 


eC OM OUCEDENG © 2. as gee ee tu bes See Furniture Production 
B.S., N. C. State University. 


COMME MEELID OMe. ors sols isl ea ee thw 8 Agricultural Business 
B.S., N. C. State University; Additional study, Columbia University. 


VOSS, ISRO IG Dis 9 gee re ee a Cosmetology 
Diploma, Hickory Beauty School; Additional study, N. C. State University 
and Wake Forest University. 


NV iy MMO ATIC) cee eas os le ee kb as Social Studies 


B.S., Appalachian State University; M.A., Appalachian State University; 
Certificate of Advanced Studies—6th Year, Appalachian State University. 








THE COLLEGE 


HISTORY 


Several historical events are important in the development of 
the Caldwell Community College. 

The 1963 North Carolina General Assembly passed the Com- 
munity College Act creating a system of comprehensive com- 
munity colleges, technical institutes, and industrial education 
centers in the State under the State Board of Education. 

In January, 1964, the Caldwell Community College was tenta- 
tively approved by the State Board of Education. On March 28, 
1964, the people of Caldwell county approved the college through 
the bond note of $600,000 for the purchase of the site and con- 
struction of the facilities and up to 5 cents tax authorization for 
operating the college. Final approval by the State Board of Edu- 
cation followed on April 2, 1964. 

The President was selected in October, 1964. The site was 
selected in January, 1965. Selection of the architect was made 
in February, 1965. New facilities were occupied in September, 
1967. 

On July 1, 1970 Caldwell Technical Institute was authorized by 
the State Board of Education to offer College Parallel courses. 
Subsequently, Caldwell Technical Institute changed its name to 
the present Caldwell Community College and Technical Institute. 


PURPOSES AND OBJECTIVES 


Caldwell Community College and Technical Institute, serving 
primarily Caldwell and surrounding counties and operating 
within the legal framework set by the North Carolina General 
Assembly, opens its doors to any person seeking an education. 
Courses are offered in college transfer work, in technical and 
vocational areas, and in general adult education. The college is 
committed to providing quality, inexpensive, continuing edu- 
cational opportunities to meet the needs of young people and 
adults at facilities located within commuting distance of their 
homes. 
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In keeping with the general purposes of Caldwell Community 
College and Technical Institute, the Board of Trustees, the ad- 
ministrative staff, and the faculty have adopted certain specific 
objectives. These are to 


Provide effective teaching to all who enroll. 


Provide educational opportunities for adults who discontinued 
their formal training before mastering the basic skills of reading, 
writing, and arithmetic. 


Provide curricula that will reflect changing needs of the com- 
munity and training patterns for employment. 


Provide a two-year program of general education for persons 
who desire college level work. 


Provide technical education programs for those persons wish- 
ing to enter the more highly skilled occupation in business and 
industry. 


Provide trade education programs for students who are pre- 
paring to enter occupations at that level. 


Provide general interest courses that meet adult education and 
community service needs. 


Provide cultural opportunities to broaden the general education 
of the students and of the community at large. 


Provide educational guidance to individuals. 


LOCATION 


The Caldwell Community College is located on a 78-acre tract 
of land in Hudson. North Carolina. Since the college is on 
Highway 321, it is accessible to the population centers of Lenoir 
(5 miles), Granite Falls (5 miles), and Hickory (10 miles). 


ACCREDITATION 


Caldwell Community College is a comprehensive public com- 
munity college operating under the North Carolina Department of 
Community Colleges. The college is approved by the North 
Carolina State Board of Education. Caldwell Community College 
is currently accredited as a special purpose institution by the 
Southern Association of Colleges and Schools. 
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ADMISSIONS 


(CURRICULUM CREDIT PROGRAMS) 


HOW TO APPLY FOR ADMISSION 


1. Secure application form and make application for admis- 
sion. Application forms may be secured from your local guidance 
counselor or by writing the Caldwell Community College, Box 
600, Lenoir, North Carolina, or by calling telephone number 
728-4323 in Lenoir or 396-3311 in Granite Falls. The application 
for admission should be very carefully and accurately completed 
and submitted to the college as early as possible to assure a place 
in the curriculum desired. Enrollment limits are set for all cur- 
riculum offerings. 


2. Tuition Deposit (Required) 

All applications submitted for the regular curriculum courses 
must be accompanied by a $5.00 non-refundable deposit which 
will be applied to the tuition of the particular quarter the student 
is seeking enrollment. 


3. Submit a transcript of high school records and of any post- 
high school work taken. Ask the counselor of the high school or 
the registrar of the college last attended to send a transcript of 
academic work to the Registrar at Caldwell Community College. 
This transcript may be submitted at any time during the senior 
year in high school (if the applicant is still attending high school). 
An applicant meeting all other requirements will be given pro- 
visional acceptance pending receipt of his final grades from high 
school. 


4. Complete the required testing program for admissions 
placement. 

Caldwell Community College requires the Scholastic Aptitude 
Test (S.A.T.) for placement in college transfer programs. 

The S.A.T. is given five times yearly by the College Entrance 
Examination Board, and information is available from the college, 
local guidance counselors, or by writing Box 592, Princeton, 
New Jersey. During 1970, the College Qualifications Test (C.QT.) 
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will be administered by Caldwell Community College for place- 
ment of those who have not had the 8.A.T. Students in this situ- 
ation will be required to take the 8.A.T. on the next scheduled 


test date. i) 
The college requires the School and College Ability Test for all 


Technical programs. This placement test is given at the college 
every Tuesday evening at 7 o’clock. The General Aptitude Test 
Battery or the Otis Intelligence Test and the Mechanical Reason- 
ing Test of the Differential Aptitude Test is required of all 
vocational students. Applicants for the Data Processing and 
Practical Nursing programs will be required to take additional 
subject related tests in English and mathematics. 

Information concerning these tests may be obtained from the 
Student Personnel Office at Caldwell Community College. There 
is no cost involved in taking the tests. 


5. Arrange for an interview with a member of the Student 
Personnel Staff or other representative of the Caldwell Com- 
munity College. The interview is a requirement for completing the 
application process. The applicant may arrange for the interview 
through his guidance counselor, or by calling the Student Person- 
nel Department at 728-4323 in Lenoir or 396-3311 in Granite Falls. 
The interview may be arranged in the local school or at Caldwell 
Community College. 


ADMISSION REQUIREMENTS 


The Caldwell Community College is a co-educational college 
open to any individual meeting the admission requirements for 
the particular course or area in which he wishes to enroll. These 
requirements vary with the areas of study offered by the college. 


College Transfer Curriculum 


Requirements for admission of a candidate to the regular two- 
year College Transfer Program include the following: 


1. Must be a high school graduate or have a state approved 
equivalent education. 


2. Have acceptable scores on the Scholastic Aptitude Test 
administered by the College Entrance Examination Board. 


Be in acceptable physical and mental health. 


Have a personal interview with a designated member of the 
Student Personnel staff or faculty. 
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Technical Curricula 


Requirements for admission of a candidate to the regular two- 
year technology program include the following: 


The candidate: 


1. Must be a high school graduate or have a state approved 
equivalent education. 


2. Have acceptable scores on the School and College Ability Test 
administered by Caldwell Community College. (Acceptable 
scores on the College Board Scholastic Aptitude Test “S.A.T.” 
may be used in lieu of the 8.C.A.T.) Students entering Data 
Processing must also have an acceptable score on the Data 
Processing test. Students not meeting accepted standards 
must take developmental study courses to fulfill the necessary 
requirements. 


3. Bein acceptable physical and mental health. 


4. Have a personal interview with a designated member of the 
Student Personnel staff. 


Vocational Curricula 


A candidate for admission to the regular trade-vocational train- 
ing program must meet the following: 


1. Must be at least 18 years of age. 


2. Must have satisfactorily completed a minimum of eight units 
of accredited secondary school work or possess maturity, 
attitudes, aptitudes, and interests necessary for success in 
the particular curriculum for which he is applying. 


3. Make acceptable scores on standard and/or local institutional 
tests administered by Caldwell Community College. 


Be in acceptable physical and mental health. 


5. Have a personal interview with a designated member of the 
Student Personnel Staff. 


PROVISIONAL STUDENT 


Students whose records are not complete may be permitted to 
enter the College as a Provisional Student on the basis of a 
personal interview with a member of the Student Personnel Staff. 
A provisional student will be required to complete the pre- 
entrance examinations and to submit all required transcripts 
prior to the final exam period of the particular quarter. In other 


words, he is admitted in good standing, provided examination 
scores, transcripts, and other information prove satisfactory. 
Should the above requirements not be met prior to the final 
examination period of the particular quarter in which he enters, 
grades will be recorded on the permanent record as “Audit” and 
no credit will be given. 


INDUSTRY RELATED STUDENT 


All students now working full-time in industry who desire to 
enroll in courses directly related to their occupation are exempt 
from certain admissions requirements. Such students need only 
the written recommendation of their employer, a transcript, and 
the completed application form. However, before an industry 
related student can pursue the second year of an Associate in 
Applied Science degree program, he must have the high school 
diploma or an equivalency certificate. The exemption applies to 
the Furniture Technology Curriculum. 


OTHERS 


Students possessing college degrees who wish to enter either 
technical or vocational courses will be exempt from the ad- 
missions tests. Such students need only their college transcripts 
and the completed applications. 


RE-ADMISSIONS POLICY 


A student dismissed from the college for academic reasons 
can be considered for re-admission by the Admissions Committee 
after one quarter’s absence following dismissal. 


TRANSFER STUDENTS 


Students may be admitted with advanced standing by transfer 
from technical institutes, colleges or universities. All applicants 
for transfer must have maintained a “C”’ average or better on 
courses taken at other institutions and must be eligible to return 
to the last institution attended. 

If admitted, the prospective transfer student’s record will be 
evaluated by the Dean of Student Affairs to determine the amount 
of credit that can be transferred and applied toward the program 
in which the applicant desires advanced standing. 


PROFICIENCY EXAMINATIONS 


Advanced placement is offered to those students who, because 
of their demonstrated abilities, are qualified to accelerate their 
studies. To obtain advanced placement, the student may take a 
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proficiency examination in a subject when he believes that he 
has mastery of the course material. Application for such an 
examination must originate with the Registrar. Electives may 
be chosen by the student to equal the number of credit hours 
omitted. 


ADMISSION OF FOREIGN STUDENTS 


Caldwell Community College is authorized by the U.S. Depart- 
ment of Naturalization and Immigration to admit foreign stu- 
dents. This permission was granted on July 12, 1966, with author- 
ization number WAS 214-f562. 

All applicants from foreign countries are expected to submit 
necessary academic documents with appropriate test results at 
least three months prior to the quarter in which they plan to 
enter. 


VETERANS 


Qualified veterans who are admitted for instruction may be 
approved upon presentation of the Certificate of Eligibility 
issued by the Veterans Administration. Students will be accepted 
under Public Law 550 or Public Law 89-358. Veterans under 
the above mentioned laws are responsible directly to the school 
upon registration for payment of all costs. Veterans will further 
be responsible for furnishing the Veterans Counselor with a 
monthly attendance report. No reimbursement cards can be au- 
thorized by the school until such reports are on file. 
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GENERAL 
ACADEMIC 
REGULATIONS 


Grading System 


Official grades are issued for each student at the end of each 
quarter. Students who lack passing averages at mid-quarter will 
be notified of this fact and should schedule a conference with 
the instructor and/or his advisor. 

Students enrolled in curriculum program courses will be graded 
by the letter-grade system shown below and assigned a grade 
point equivalent in quality points for each quarter scheduled. 


Numerical _ Letter 

Equivalent Grade Grade Point Equivalent 
93-100 A—Excellent 4 quality points each quarter hour 
85- 92 B—Good 3 quality points each quarter hour 
77- 84 C—Average 2 quality points each quarter hour 


70- 76 D—Below Average 1 quality point each quarter hour 
Below 70 F—Unsatisfactory 0 quality points each quarter hour 


I— _ Indicates failure to complete certain course re- 
quirements because of extenuating circum- 
stances. All incompletes must be removed be- 
fore the end of the succeeding term or the grade 
becomes an automatic “F’.” 

W—Student withdrew from the course. 

Y—Indicates no grade or credit given. 

P—Proficiency examination credit 
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Courses Repeated for Credit 


When a course is repeated, the last grade is recorded as the 
final grade for the course, and only the last hours attempted are 
counted in determining the students grade point average. 


Auditing 


A student who audits a course, pays the regular registration 
and tuition fees. Auditors do not take tests, examinations, or 
receive grades or credit and cannot later change the “Audit’’ to 
credit. 


REMOVAL OF INCOMPLETES 


An “I,” meaning incomplete, indicates that a student has done 
work of a passing grade in a course but has failed to do some 
portion of the required work because of an emergency. It is the 
student’s responsibility to have this deficiency removed before 
the end of the first quarter following the time of receiving the 
grade of “I” (incomplete), or the grade will be changed to “‘F.”’ 


SCHEDULE CHANGES 


Change of student schedule after registration has been com- 
pleted will be made only with permission of the Registrar. 


ACADEMIC PROBATION 


Students failing to maintain a 2.0 overall grade point equiva- 
lent average will be considered on academic probation and may 
be required to modify his regular course load. A student will be 
asked to withdraw from a regular curriculum program if his 
grade point average drops below 1.0. 


COURSE LOAD 


Students enrolled for 12 or more credit hours are classified as 
full-time students. Those taking less are classified as part-time. 
Normal course load will vary from one curriculum to another 
and should be carefully planned with the Faculty Advisor. A 
student may enroll for maximum load depending upon his 
capability as determined by his Faculty Advisor. A normal course 
load is outlined by departments in this catalog. 


APPLICATION FOR DEGREE OR DIPLOMA 


Students are required to apply as candidates for the diploma 
or the degree. This must be completed during the first two weeks 
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of the last quarter of school attendance. This insures that the 
candidate’s record will be properly reviewed and that he will 
be notified of any deficiencies. 


Requirements for Graduation 


A student is eligible for graduation when he has fulfilled the 
following requirements: 


1. Has satisfactorily completed all the requirements of the 
curriculum in which he is enrolled. 


2. Has sufficient quality points for an overall average of 2.0 


3. Has taken care of all financial obligations to the Caldwell 
Community College. 


Honors 


A graduating student who has earned an overall quality point 
average of 3.0 or better during his work at the Caldwell Com- 
munity College will receive his diploma or degree “‘With Honors.” 


RESTRICTIONS ON CLASS ADMISSIONS 


No person may attend classes unless the registration procedure 
has been completed. 


STUDENT DEFERMENT 


The Selective Service makes provisions for those students who 
meet certain requirements to be deferred. The first requirement 
is enrollment in a full time curriculum program (minimum 12 
credit hours), and the second one is satisfactory progress in the 
program. 


RESIDENCY REQUIREMENTS FOR GRADUATION 


Candidates for a diploma or degree from Caldwell Community 
College are expected to complete the last 25% of their course work 
at the College. 


Attendance Policy 


Students are expected to attend every meeting of every 
course in which they are enrolled. As all students are adults, 
some with many responsibilities, an occasional absence from 
class might be absolutely necessary; however, such absences 
in no way lessen the student’s responsibility for meeting the 
requirements of the class. 
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In case of prolonged illness, a student should present a doctor’s 
certificate for any absences beyond the third day (or from the 
beginning if a teacher requests it) if he wishes such absences 
to be excused. 

According to college regulations, ‘‘A student must be dropped 
from the roll not later than the fifth consecutive unexcused 
absence, or earlier if notified by the proper college official.” 


SUSPENSION AND DISMISSAL 


Students will be expected to conduct themselves at all times 
as individuals of prudence and maturity. The rights and feelings 
of others wilt be respected. Students shall demonstrate a high 
regard for school facilities and property and for the personal 
property of others. 

School regulations which serve to control such activities as 
vehicular traffic and parking, smoking, and other aspects of 
personal conduct must be observed. Students may be suspended 
or dismissed for conduct which is considered incompatible with 
standards of propriety and good judgment. 

Re-admittance of dismissed students at a subsequent session 
will be at the discretion of the College Executive Council. 


TRANSCRIPTS OF CREDIT 


Transcripts of credit will be supplied to all students and former 
students requesting them, subject to certain conditions. Indi- 
viduals must have made satisfactory financial arrangements to 
care for all amounts due the College. 


WITHDRAWING FROM SCHOOL 


Students who withdraw from the College during any quarter 
must first consult with the Student Personnel Office. This 
protects the student’s scholastic record, his right to re-enroll, 
and his right to transfer to another Community College. 

A student may withdraw from any course prior to the end of 
the 8th week and receive a W. with no bearing on his G.P.A. There 
is no limit to the number of times a student may withdraw from a 
particular course. 


Student Contact Hours 


The contact hours shown in the catalog are minimal. It is 
a policy of this institution to permit students to enroll in ad- 
ditional subjects and laboratory work beyond those shown in 
the catalog in order to broaden their training. 
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CATALOG REQUIREMENTS 


Candidates for the diploma or degree must meet the require- 
ments as outlined in the catalog for the year of their first 
enrollment or for any subsequent bulletin under which work is 
taken, but in all cases must complete work for their diploma or 
degree within 10 years from the date of the catalog selected. 





STUDENT 
EXPENSES 


STATEMENT OF POLICIES REGARDING 
STUDENT EXPENSES 


Tuition and fees for each quarter are payable on or before 
the date of registration. 

All checks and money orders should be made payable to 
Caldwell Community College. A check given in payment of 
expenses which is returned by the bank creates an indebtedness 
to the College and jeopardizes the student’s enrollment. 

Any student who is unable to make payment at the time of 
registration must make special arrangements with the Business 
Manager to pay outstanding balance of tuition and fees within 
the first week of classes. If a longer extension of time is needed 
a student must assure payment of any outstanding balance of 
tuition and fees. 


TUITION 


Caldwell Community College offers educational opportunity at 
minimum cost to the student. Tuition fees are set by the State 
Board of Education and are subject to change without notice. Cost 
of textbooks and supplies are additional expenses which vary 
according to the program of study. Current basic fees to be paid by 
students upon enrollment are as follows: 


College Transfer Program 


Tuition fee of $3.00 per credit hour with a maximum tuition 
charge of $42 per quarter. 


Technical and Vocational Programs 


Tuition fee of $2.50 per credit hour with a maximum tuition 
charge of $32 per quarter. 


23 


General Adult Education Programs 


No tuition fees charged. A charge for supplies is made when 
necessary. 


ADVANCED TUITION DEPOSIT 


For New Students 


A $5.00 advanced tuition deposit is required with all appli- 
cations for full-time attendance. This amount will be deducted 
from the student’s first quarter tuition charge, leaving the balance 
due. The tuition deposit is not refundable. 


ACTIVITY FEE 
(Full and Part-time Students) 


All curriculum students taking three or more courses will pay 
a student activity fee of $3 per quarter at the time of regis- 
tration. Part-time students taking two courses will pay $2; stu- 
dents taking 1 course will pay $1. No activity fee will be collected 
for extension courses. These fees are used to finance student 
body activities such as: school newspaper, school annual, dances, 
picnics, sports supplies and equipment, special events, etc. This 
fee is not refundable. 


INSURANCE 


Accident insurance, covering hours in school and transportation 
to and from. school, is available for $3.00 per year. Students 
desiring this insurance may make payment to the bookkeeper 
while registering for the Fall Quarter and at other designated 
times. It is not refundable. 

Neither the College nor the State of North Carolina carries 
insurance to cover any student for accidents or otherwise. There- 
fore, students enrolled in all shops and labs are particularly 
urged to take advantage of this insurance. 


Books and Supplies 


A student is required to buy the necessary textbooks and 
supplies prescribed in the curriculum area he is entering. These 
vary according to different courses taken by the student. An 
average expenditure of $40.00 can be expected by the new Fall 
Quarter student for books. The bookstore handles second-hand 
books for students wishing to cut their book expense. Normal 
school supplies are sold during regular bookstore hours. 
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FEES FOR SPECIAL PURPOSES 


Special activity and equipment useage fees are charged for 
some curriculum courses. Physical Education, Art, Music, 
Physics, and Science are examples of courses that may or may 
not have special purpose fees. Special fees will be indicated on the 
general course schedule. 


Graduation expenses for diploma, cap and gown are payable 
at the beginning of the quarter in which the student expects to 
graduate. These costs are presently set at approximately $10.00. 


Cosmetology students are required to purchase their uniforms. 
These costs vary among different students. 


The school yearbook is provided to students each spring quarter 
with cost assessed as follows: 


A $3.00 initial yearbook payment when ordering the yearbook 
and then: 


Students paying $9 activity fees — No extra charge 
Students paying $8 activity fees — $1 extra charge 
Students paying $7 activity fees — $2 extra charge 


LATE REGISTRATION FEE 


Students that have attended Caldwell Community College the 
quarter prior to any registration period will be assessed a $1.00 
per course late registration fee when registering at periods other 
than those specified in the school calendar. 


REFUNDS FOR FULL-TIME STUDENTS 


Tuition refunds for full-time students are made only when a 
student withdraws from the College for unavoidable reasons. 
In such cases, $20.00 may be refunded to Technical and Vocational 
students if withdrawal is completed within 10 calendar days from 
the first day of classes in the particular quarter. College transfer 
students will be refunded a maximum of $28.00. 


REFUNDS FOR PART-TIME STUDENTS 


Refunds for part-time students are made only when a student 
withdraws from the College for unavoidable reasons. In such 
cases, two-thirds of the student’s tuition may be refunded if 
withdrawal is completed within 10 calendar days from the first 
day of classes in the particular quarter. Refunds for tuition of $5 
or less will not be considered unless a course fails to materialize. 
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FINANCIAL AID 
FOR STUDENTS 


GENERAL INFORMATION 


Caldwell Community College encourages prospective students 
who desire to enroll but face difficult financial problems to 
consult with the Student Aid Committee through the Dean of 
Student Affairs. 

This committee is concerned not only with the awarding of 
scholarships but also with awarding work study grants and 
loans. Within the limited funds available for these purposes, 
every effort is made by the College to help students who need 
monetary assistance. 


APPLICATION PROCEDURE 


Students who are entering Caldwell Community College for 
the first time and are in need of scholarship aid are requested to 
follow this pattern of cooperation: 


1. After application for admission has been initiated (see 
Admissions), write to the Dean of Student Affairs and outline 
need for financial aid. Instructions and the aid application, SP 
form 11, will be sent to the applicant. It is to the advantage 


of the student to apply as early as possible for financial 
assistance. 


2. The applicant should complete the student aid application as 
soon as possible and return it to the Dean of Student Affairs. 
All items on the application must be complete for the com- 
mittee to consider the application. 


3. Report for a personal interview when designated. 
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4. Determination of the scholarship, loan, or work-study grant 
will be made by the Institute’s Student Aid Committee and 
applicants will then be notified by letter from the Dean of 
Student Affairs. 


SCHOLARSHIPS 


Scholarships available as of the printing of this publication 
are: 
Claude F. Seila Scholarship 

Awarded each year to one student taking a full time curricu- 
lum. This scholarship, given by the Lenoir Woman’s Club, will 
award $175.00 to the recipient. 
Anna Hasburg Mills 
Memorial Nursing Scholarship 


Awarded each year to one student taking the Practical Nursing 
curriculum. This is a full scholarship covering all tuition, fees, 
and textbooks in the program. This $1,000.00 memorial scholar- 
ship fund was given by Mrs. Grace Mills Love. 


Lenoir Kiwanis Club Sponsorship 

Awards granted to students in the form of tuition grants, 
according to need and on a quarterly basis. This $300.00 scholar- 
ship fund was established by the Lenoir Kiwanis Club on Decem- 
ber 27, 1966. 
Half Century Home Demonstration Club Scholarship 

A $150.00 scholarship to be awarded to any deserving student. 


Alpha Delta Kappa Sorority Scholarship 

This tuition scholarship was presented to the College on De- 
cember 12, 1967, to be awarded to deserving students. 
The Arthur Alfred Rauchfuss, Sr. Memorial Fund 

A memorial scholarship fund established by the family, to be 
awarded to deserving students. 
Lenoir Woman’s Club Scholarship Fund 

Awards given to students in the form of tuition, fees and text- 
book expense, according to need and on a quarterly basis. This 
scholarship fund was established by the Lenoir Woman’s Club 
in 1966 and is to be awarded to deserving students. 
Dr. Caroline M. McNairy Scholarship Fund 

A memorial scholarship fund established in 1969 to be awarded 
to deserving practical nursing students. 
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Lenoir Business and Professional Women’s Club 
Scholarship Fund 

A $100.00 scholarship fund to be awarded to any deserving 
student. 


River Valley Garden Club Scholarship Fund 
A $105.00 general scholarship fund to be awarded to any de- 
serving student. 


Special Scholarship Fund 


Awards granted to students in the form of tuition, fees, and 
textbook grants on a quarterly basis. This $1000.00 Special 
Scholarship Fund was established by 10 area progressive busi- 
nessmen in 1968 and is to be awarded to deserving students. 


NATIONAL DEFENSE STUDENT LOANS 


Caldwell Community College participates in the National 
Defense Student Loan Program. Through this program, low- 
interest, long-term loans are made to full-time students. The 
maximum amount that a student can receive under this program 
is $1000.00 per year. 


COLLEGE SCHOLARSHIP SERVICE 


Caldwell Community College serves students directly as a 
disbursing agency for the College Scholarship Service which 
makes loans to students in varying amounts with low interest 
and long-repayment periods. This is a non-profit organization 
located in Raleigh, N. C. Applications for these loans are avail- 
able from the Dean of Student Affairs. 


EDUCATIONAL OPPORTUNITY GRANTS 


This program of direct grants of financial aid is available to 
students from low-income families who would not be able to 
attend Caldwell Community College without such help. Grants 
are made to cover all expenses necessary for the student to 
continue at Caldwell Community College. 


COLLEGE WORK-STUDY PROGRAM 


Caldwell Community College participates in the College Work- 
Study Program which provides on campus work opportunity for 
students needing finanical assistance to attend school. Work is 
available for students to assist in the library, faculty and ad- 
ministrative offices, bookstore, laboratories, shops, and building 
maintenance. Students working under this program are paid in 
cash monthly for the work performed. 
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OTHER AGENCIES AND RESOURCES 


Caldwell Community College serves as a referral and infor- 
mation agency for the following resources: 


A. Veterans Benefits 

B. Social Security Agency 

C. Department of Public Welfare 

D. Various North Carolina Agencies 


VETERANS EDUCATION BENEFITS 


Caldwell Community College is approved by the Veterans 
Administration for students who are eligible under the law. 
Eligible persons for benefits are urged to take advantage of the 
guidance service and educational facilities of the College. 
Veterans and dependents or students who expect to enroll under 
the War Orphans Educational Assistance Act should contact 
their Veterans Service Office in advance of registration. 
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STUDENT 
SERVICES 


GENERAL PHILOSOPHY 


Caldwell Community College clearly recognizes the importance 
of self-understanding and personal growth in each student as 
well as his intellectual and social development. The College’s 
program of counseling and guidance has been developed within 
the context of this philosophy. 

Student services deal with various types of student assistance, 
including admissions, counseling, guidance, orientation, cur- 
riculum placement, supervision and assistance in planning extra- 
curricular activities, part-time employment, financial aid, student 
government, graduate placement, school publications, and referral 
sources. 

Guidance, broadly conceived, is reflected through faculty- 
student relationships, through organized counseling services and 
through extracurricular activities. 


COUNSELING AND TESTING SERVICE 


Counseling 


Opportunity for counseling services is made available to every 
student enrolled in Caldwell Community College. Counseling 
services are available for the discussion of personal problems 
affecting the satisfactory progress of the student in his chosen 
curriculum, for the discussion of his educational progress and 
for the discussion of work or study habits. 

Each student is also assigned a faculty advisor to whom he 
may go for help. The full-time evening counselor serves as advisor 
for evening students. 
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Testing Service 


Testing is provided at no cost to the students at CCC. There 
is a charge for the Scholastic Aptitude Test (S.A.T.) which is 
charged by the College Entrance Examination Board. In addition 
to admissions tests, the testing program has tests available to 
measure aptitude, temperament, achievement, and vocational 
interest. Individuals are encouraged to avail themselves to these 
services. 


Community Counseling Service 


Individuals of the community are invited to participate and 
use the counseling and guidance services available at Caldwell 
Community College. Those individuals who feel they need assis- 
tance in the attainment of personal goals are invited to use this 
service. There is no charge for these services. 


Faculty Advisor System 


This program is a cooperative effort of the faculty and Student 
Services Office. At the time of enrollment, each student is 
assigned a faculty advisor. The main purpose of the advisor is 
to assist students in planning their programs and selecting 
courses so that appropriate progress will be realized. Each student 
is expected to be fully aware of his status in his program in 
relation to standards of the College. 


Extracurricular Activities 


Student participation in extracurricular activities is encouraged 
by the College. Each student organization is required to have a 
faculty advisor. The Student Government regulates all extra- 
curricular activities. 


Alumni Association 


Preliminary plans have been made to establish an active 
alumni association at Caldwell Community College. The first 
organizational meeting was held on June 5, 1969. 


Student and Alumni Placement 


The Placement Service is handled by the Student Services 
Counselor and is designed to assist all students in their search 
for either temporary or career job opportunities. This service 
seeks to develop and maintain relationships with local and na- 
tional employers who are looking for qualified applicants, and 
schedules recruiting interviews on and off campus throughout 


the year. Students and alumni are encouraged to register and 
confer with this office as frequently as they desire whether or 
not they have immediate need for job placement services. There 
are no fees for this service. 


Student Tutorial Program 


Special assistance is available for students in all areas of study 
at the college. Tutors will be assigned to students needing assist- 
ance. There is no charge for this program. Students should contact 
their faculty advisor. 


Student's Responsibility for Securing Special Help 


It is the student’s responsibility to seek out extra help if 
needed. Instructors are available for conferences at regular 
scheduled office hours but will not require that a person come 
in for extra help. In all cases, an instructor will be more than 
willing to help, but it is up to the individual to ask for help. 


Social Life 


The Student Lounge is the social and recreational rallying 
point of “Caldwell students” for relaxation. Students and faculty 
meet informally to drink coffee between classes, especially at 
free periods, for refreshments and snacks or simply to chat with 
friends. 

Students are allowed special rates at local bowling lanes, 
movies, swimming pools, community centers, etc. These activities 
are in addition to the regularly scheduled extracurricular 
activities of the College. 


Honors 


Each year many students receive various honors awarded by 
the faculty and student body of Caldwell Community College. 
Listed among the more important of these are students selected for 
Who’s Who In American Junior Colleges, the quarterly Presi- 
dent’s List, graduation “With Honors,” Miss C.C.C., Christmas 
Queen, Editor of the yearbook, Editor of the newspaper, Officers 
of the Student Government and various clubs, special faculty 
“Honors” certificates to outstanding students, plus others. 
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DEVELOPMENTAL 
STUDIES 
PROGRAM 


The Developmental Studies Program is designed for the student 
whose level of achievement at the time of admission to the college 
indicates a low probability of success in curriculum courses. 
A student is selected for this program if his high school record, 
entrance test scores, and information gained by interview would 
indicate the likelihood of difficulty with the curriculum for which 
he has applied. The Developmental Studies Program consist of 
conventional classroom instruction and individualized study in 
the Advancement Laboratory. 


COURSES PLANNED FOR 
DEVELOPMENTAL STUDIES PROGRAM 


ENG 091 GRAMMAR AND COMPOSITION I 2-2-0 (3)* 

ENG 092 GRAMMAR AND COMPOSITION II 2-2-0 (3)* 
ENG 093 GRAMMAR AND COMPOSITION III 2-2-0 (3)* 
ENG 094 GRAMMAR AND COMPOSITION IV 2-2-0 (3)* 
MAT 090 DEVELOPMENTAL MATHEMATICS I 2-3-0 (4)* 
MAT 091 DEVELOPMENTAL MATHEMATICS II 2-3-0 (4)* 
MAT 092 DEVELOPMENTAL MATHEMATICS III 2-3-0 (4)* 





* Institutional Credit Only. 
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LIBRARY 


The purpose of library service at Caldwell Community College 
is to extend and support the established objectives of the total edu- 
cational program by making available a variety of materials which 
fulfill the library needs of the student body and faculty. 

The collection consists of approximately 12,000 books, 187 
periodicals, 9 newspapers, recordings, microfilms, filmstrips, and 
tapes, and the equipment necessary for their use. 

The staff provides orientation on how to find and use books and 
other materials in the learning resource center. Students are 
invited to use the facilities for relaxation as well as for study and 
to ask for help when they feel the need for it. 
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GENERAL ADULT 


AND COMMUNITY 
SERVICE 


PROGRAMS 


The Caldwell Community College provides training in 
numerous subjects through its General Adult programs. Adult 
classes are held both at the college and at various locations 
throughout Caldwell, Watauga and Avery Counties. These classes 
are designed to prepare individuals for employment or to upgrade 
workers already employed. 

The Continuing Education department also serves area in- 
dustries and public agencies by providing training for their 
employees. Training under this division of the college can be 
offered at any time a need for such training is established. Full 
details can be obtained by contacting the Dean of Continuing 
Education at the college. 


Admission Requirements 


Generally speaking any individual who is 18 years of age or 
whose high school class has graduated is eligible for admission 
to General Adult classes; applicants are usually admitted on the 
first come, first served basis. Some classes may have specific 
admission requirements, in such cases the Dean of Continuing 
Education will inform applicants of these requirements. 


Expenses 


Many of the extension classes are offered without charge to 
the students; in other cases a small fee is charged to cover the 
cost of instructional supplies. Any charges should be paid at the 
first class session. 
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ADULT BASIC EDUCATION 


Adult Basic Education is provided for men and women eighteen 
years of age and older not currently enrolled in a public school. 
Its purpose is to improve the economic and social standing of 
adults in the community. Persons enrolled may be learning to 
read and write, or they may review English, math, social studies, 
or science; however, the main objective of this program is to 
raise adults to the educational level required for attending the 
adult high school classes. 

There are no charges for these courses. The books are furnished 
by Caldwell Community College. 

The courses are 11 weeks in duration. Classes are scheduled to 
meet two nights a week with most of the classes meeting three 
hours each night. A student may stay in Group 1 (grades 1-4) or 
in Group 11 (grades 5-8) as long as he or the instructor deems 
it necessary. Progression is mainly individual although they are 
in groups. These classes are held in Caldwell, Watauga and Avery 
counties on a continuing basis and interested persons should 
contact the Adult Education Director at Caldwell Community 
College or any education official in the public schools. 


ADULT HIGH SCHOOL DIPLOMA PROGRAM 


_ The Adult High School Diploma program is not designed to 
compete with regular High School programs, but its primary 
purpose is to give mature adults who have less than a 12th grade 
education another opportunity to earn the High School Diploma. 
Students enrolled in public secondary schools are not eligible to 
enroll in the Adult High School program. Since Adult High School 
classes do not operate on a unit system, the adult student is not 
required to submit a transcript of High School records. How- 
ever all adults regardless of the number of High School units 
previously earned, who enroll in the program must demonstrate 
proficiency in English, Math, Social Studies, and Science at the 
12th grade level before they are recommended for the Adult High 
School Diploma. 

Adult High School classes are offered in the evening program 
at Caldwell Community College and at other locations in Caldwell, 
Watauga, and Avery counties. These classes usually meet two 
nights weekly from 6-10 P.M. New classes begin in September, 
January, March and June. 

When students make satisfactory scores on the four subject 
area tests, they are recommended to the Board of Education in 
Caldwell, Watauga or Avery Counties to receive the Adult High 
School Diploma. Graduation Ceremonies will be held several times 
each year for the Adult Diploma. 
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CONTINUING EDUCATION 
COURSES 


DISTRIBUTING AND MARKETING 


1601- E27 REAL ESTATE 


Fundamentals of appraisal methods; nature and purpose of evaluation; 
neighborhood analysis; city growth, depreciation, income approach; types 
of appraisals essentials of reports. 


1602 - E29 CASHIER CHECKER TRAINING 
For supermarkets, drug, variety and department stores. An intensive pro- 
gram covering cash register operation, scale work, and customer relations. 


1603 - E26 RETAILING 
A practical course emphasizing the principles of merchandising, sales- 
manship, and record keeping. Modern business practices will be stressed. 


OCCUPATIONAL HOME ECONOMICS 


1800- E43 FOOD PREPARATIONS 


A class designed to assist ordinary cooks give their meals a gourmet touch 
by means of subtle flavorings, herbs, spices, and artful methods of preparation. 


1801- E43 MEATS 
Selection, methods of cooking and serving. 


1802-E45 HOME DECORATING 
A basic study in color, form design and styling as each applied to the 
decor of the home. 


1803- E40 BABY CARE 

Geared to giving expectant mothers and fathers confidence in themselves 
as parents of new-borns. Includes techniques for bathing and general care of 
babies, formulas, discussion of growth from conception through the first year 
after birth. 


OCCUPATIONAL OFFICE 


1900 - E54 ABC SHORTHAND 

This is a very simple system designed to enable a person to take dictation 
up to 80 words per minute by the end of the course. It is particularly useful to 
college students and others who would like to take complete notes during 
lectures. 


1901-E50 BOOKKEEPING 


Fundamentals of double-entry record keeping as applied to modern business. 
Systematic recording of business transactions, use of journals, records, state- 
ments to illustrate a bookkeeping cycle are parts of the course. 


1902- E52 OFFSET DUPLICATION SKILLS 
Emphasis on making pilates and setting up and how to operate offset press. 
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1903 - E59 HOW TO CONDUCT A MEETING 
Parliamentary Law. The rules and procedures for members and officers. 


1904- E59 BUSINESS LAW 


A non-technical presentation of basic principles as it effects the average 
citizen engaged in business, or in the every-day business of life. 


1905- E59 INTRODUCTION TO FINANCIAL PLANNING 


Construction plans, insurance operations, savings plans, securities, market 
and intelligent investing. Not a course in family budgeting problems. 


1906-E59 INVESTMENTS IN STOCKS AND BONDS 
Trends, indexes and the mechanics of buying and selling. 


1907- E51 INTRODUCTION TO DATA PROCESSING 
Surveys of IBM machines. 


1908- E51 BASIC COMPUTER SYSTEMS 
A review of modern computers, their characteristics, functions and potential. 


1909 - E59 BUSINESS LETTERS AND EFFECTIVE ENGLISH 


For businessmen and women. A positive appraoch to learning grammar, 
spelling, vocabulary, paragraph and composition. 


1910- E59 CONFERENCE LEADERSHIP 


Develop understanding of the conference method, its purpose and use; 
understanding of effective techniques and good habits and attitudes. 


1911-E60 SALES TRAINING 


Incorporating all important elements of good salesmanship in a short 
practical course. Retail and direct selling. 


TECHNICAL 


2000- E69 AVIATION 


This course is a good school for pilot training in aircraft, power plants, 
safety, radio, navigation, traffic control, weather and the amended Federal 
Aviation Regulations. Students will cover materials to assist them in passing 
the Federal Aviation Exam. 


2001- E63 ELECTRICAL CONTROLS 


A study of modern methods of controlling machinery by electronic circuitry 
Machinery controls and electronic mechanism that automatically operate 
machines will be studied. 


2002- E63 SMALL ELECTRICAL APPLIANCE REPAIR 


This course will include servicing fundamentals of steam and dry irons, 
toasters, percolators, and similar small appliances. Circuits will be presented 
in a simplified manner and an understanding of open circuit, short circuit, low 
resistance, high resistance, normal operation, and abnormal operation will be 
emphasized. Methods of testing and their interpretation (analysis) will be 
included in this course. Students will be involved in performing actual 
servicing jobs during laboratory sessions. 


TRADES AND INDUSTRY 


2100- E79 EFFECTIVE MANAGEMENT 
_This course is designed to help owners, managers, departmental super- 
visors to see that effective management not only involves human relations, 


but a manager’s responsibility for profits so that the business might maintain 
benefits for all employees. 
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2101- E79 EFFECTIVE SPEAKING 


Preparation and delivery of speeches of all occasions. Various speech 
forms ... platform, group discussion, conference leading . . . informal talks. 
Individuals voice recordings and speech analysis. Learn poise and confidence 
through actual participation in “live” situations. 


2102-E89 UPHOLSTERY 

This class will cover springs, covering and other skills in upholstering. The 
class will be limited to 12 students since it will be held in limited facilities. 
2103-E71 AUTO MECHANICS 

This is designed to provide you with enough knowledge to enable you to 
make minor adjustments or to convey meaningful information to the service 
man if your car stalls on the road. It will also provide information for 
prevention maintenance. 
2104-E75 BRICK MASONRY 

Learning the fundamentals designed for persons interested in learning the 
art and skill of bricklaying. 
2105- E86 SMALL GASOLINE ENGINE REPAIR 

This course is designed to help individuals gain skills and knowledge 
needed to do day-to-day service on small two and four cycle air cooled 
engines. 
2106-E71 AUTO BODY REPAIR 


This course is designed to help individuals learn basic skills needed to 
refinish damaged automobiles. 


2107- E89 KILN DRYING 


This course will cover methods for proper air drying of lumber, yard 
layout, stacking and handling. Commercial lumber kilns and their designs 
features proper schedules, modification and checking for uniformity in drying 
of lumber. 


2108- E88 WOODWORKING 


This course is designed to help individuals learn how to use various hand 
and power tools as a hobby. It will be conducted in an industrial arts shop 
and students will have the opportunity to learn by making something for 
themselves out of wood and plastics. 


2109- E89 ANTIQUE FINISHING 

Seratch, marred and nondescript furniture can be redone by antiquing and 
made to blend with other furniture. 
2110- E78 DRAFTING/BLUEPRINT READING 

Interpretation and reading of blueprints. Information on the basic prin- 
ciples of the blueprint; lines, views, dimensioning procedures and notes. 
2111- E79 SUPERVISORY DEVELOPMENT TRAINING COURSES 


A series of courses designed to help individuals develop maximum aware- 
ness of the supervisors responsible to his company, his employees and him- 
self. Twenty-Two courses are included in this series for beginning super- 
vision through management level. 


2112- E89 RADIO- TELEVISION SPEECH 


Training in announcing, microphone techniques and broadcasting experience 
utilizing radio stations in the area. 


2113- E88 FURNITURE REFINISHING 


Processes, techniques, and methods. Bring wooden chair, table, or chest. 
Limit: 15 students. 
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2114- E89 UPHOLSTERY FOR HOMEMAKERS 
Demonstration first night. Limit: 15 students. 


2115-E79 HOW TO GET A JOB AND KEEP IT 


The proper method to use in applying for a job; how to write a resume; 
interview suggestions. 


2116- E89 POWER SEWING 


This course will prepare you for advanced apprenticeship, or retraining 
on industrial sewing machines as used in the needle trades. Single needle, 
double needle, feed-off-the-arm, covering stitch, Merrow, blind stitch, zig-zag 
operation, button sewing, buttonhole making, and looping are taught. 


2117- E89 SEWING MACHINE REPAIR 


Instructions to the basic repair of sewing machines used in the furniture 
industry will be presented. 


OTHER GENERAL ADULT 


2500-A15 INCOME TAX 


This course is designed specifically to teach laymen the most economical 
method for filing income tax returns, both state and federal. It covers recent 
changes in the federal law, allowable deductions and general tax information 
of interest to the average taxpayer. Actual experience in filling out tax forms 
and working out tax problems will be included. 


2501-A06 PHONICS (SYSTEM FOR SUCCESS) 


This program provides beginning instruction in reading, writing, and 
arithmetic. Classes will be organized wherever there are ten adults who want 
to learn to read, write, and figure better. 


2502 - A12 GREAT DECISIONS 


A unique, nonpartisan discussion program sponsored nationally by the 
Foreign Policy Association, will focus public debate on the pros and cons of 
eight important foreign policy issues facing the U.S. 


2503 - A83. PHYSICAL FITNESS 


This class meets once weekly for one hour of physical fitness training 
during ee (Quarter: 


2504 - A33 FIRST AID 


This course will be taught by an American Red Cross approved instructor 
and is open to anyone interested in learning how to care for the injured. 
Among the topics covered are: bandage application, use of tourniquets, and 
temporary splints, care of eye and burn injuries, safe usage and storage of 
medicines, and artificial respiration. 


2505 - A06 NEW MATH FOR PARENTS 


An introduction to the basic principles and concepts of the “new” math 
being taught in area elementary schools. 


2506 - A45 LEARNING LAB 


The Learning Lab will offer an educational opportunity to anyone. If you 
dropped out of school at any grade and would like to continue your education, 
you may. Even if you have been out of school for a long time and have for- 
gotten most of what you learned, you will be welcome. You will be tested to 
find out where you should begin and will be given easy review materials so 
that you can catch up where you quit. 


2507- A18 CERAMICS 


For those interested in working with clay to learn a variety of techniques 
by making both useful and beautiful things in class. 


40 


2508 - Al8 COOPER TOOLING 


This course deals with simple projects in making into useful and decorative 
pieces for the home. Individuals will find that they can use and make many 
articles for their own use and also can supplement their income by selling 
coppercrafts. 


2509-A18 GEMOLOGY 


This class will consist of the following: The history of gem stones, gem 
locations and current prices; the most modern methods of gem identification 
for faceted stone; gemological terms; lapidary work will be discussed concern- 
ing the proper angles and methods of faceting a round brillant stone. 


2510-A18 COPPER ENAMELING 


Copper forms are cleaned then coated with an adhesive. Powered glass is 
applied in a variety of ways and designs. Pieces are fired in kiln several times 
to achieve desired results. Used for bowls, trays, panels on compact boxes, 
etc., all types of jewelry. 


2511-A18 DECOUPAGE 


Wooden wall hangings, boxes of various sizes decorated with various 
designs. Items coated with special varnish and antiquing materials to give 
an old and expensive look. 


2512-A18 KNITTING 


Knowledge of stitches and procedures in hand knitting also, abbreviations, 
symbols, terms and type of yarn used in knitting. 


25138 -A86 FLOWER ARRANGING 
Fundamentals and mechanics of floral arrangements for everyday living. 


2514-A18 BEGINNER’S ART 


A freehand, black and white drawing in a study of shapes, shades, and 
shadows with perspective overlapping forms in charcoal. 


2515-A18 CREATIVE ARTS FOR HOME 


Home accessories design, using clay, paper mache, paint, fabric, wood and 
inexpensive or antique objects to create decorative art. 


2516-A18 INTERMEDIATE ART 


Various media, including oil, water color, charcoal and chalk will be 
covered. Sketching special work in design and painting techniques at various 
levels of achievement will be taught. 


2517- A86 CAKE DECORATING 

Introduction will be given for the beginner in decorating cupcakes and 
one and two layer special occasion cakes, and will be no cost for the in- 
struction, but each student will be expected to purchase the Basic Cake 
Decorating Kit at a cost of approximately $9.00. Enrollment will be limited 
to 15 students on a first come basis. 


2518- A09 PERSONAL TYPING 


Introduction to the touch typewriting system with emphasis on correct 
techniques, mastery of the keyboard, simple business correspondence, tabu- 
lation, and manuscripts. 


2519- A09 PERSONAL TYPING—ADVANCED 


This is a continuation of personal typing offered fall quarter. Individuals 
should know home keys and be familiar with typewriter before enrolling in 
this course. Time will be given to practice on form and speed. 


2520- A18 BEGINNING PHOTOGRAPHY 


Designed to teach students to master the photographic process: camera, 
film, chemicals, laboratory techniques, composition, print and transparency 
criticisms. Students will “learn by doing.” 
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2521-A18 PHOTOGRAPHY WORKSHOP 


For those interested in improving camera techniques and making better 
pictures. How to operate your camera and other types of equipment. Dark 
room used for developing, printing, and enlarging. Movies and slides in color 
and black and white will be made. Photo-flash and photo-flood lighting used 
at most sessions. Bring your camera kit. 


2522-A18 CREATIVE PHOTOGRAPHY 


For students with a knowledge of photographic techniques. How to see, 
record, and share images and impressions of the beauty in everyday subjects 
through Photography. 


2523 -A18 PORTRAIT PHOTOGRAPHY 

Learn to personalize your subjects by proper use of lighting, composition, 
and camera angle. The various steps to be covered will include negative re- 
touching photographic painting with oils, and proper use of dyes in spotting 
prints. The student should have some knowledge of photography. 
2524 -A33 HOME NURSING 


Designed to give homemakers an opportunity to learn to give safe, adequate 
and efficient care to the well and ill members of the family. Rehabilitation, 
long term illnesses, self-help, aged, are all emphasized. Red Cross certificate 
issued. 


2525- A42 RAPID READING 


Designed to improve reading rate and techniques of the average or better 
than average reader. Filmed stories are shown to speed up and improve read- 
ing techniques. Most people improve from 50-100% in reading achievement. 


2526- A42 BASIC READING 


Presents reading instructions to the reader who wants to improve skills 
and comprehend word usage, dictionary skills, spelling and reference skills. 
2527-A15 PATTERNS FOR RETIREMENT 


In your middle years, begin to plan and prepare for a happy successful 
second career. Guest experts will be brought in to discuss with you planning 
for financial independence, maintenance of health, good housing, maintaining 
good personal contacts, constructive use of your increased leisure time. 


2528- A386 BEGINNING SEWING 

Basic information necessary for the successful construction of a simple 
garment or garments froma pattern during the course. Ability to operate a 
sewing machine with ease. Ability in selecting proper pattern size and 
knowledge in fabric selection. 
2529 - A386 ADVANCED SEWING 

Further development of skill in clothing construction techniques. 


2530 - A386 BEGINNING TAILORING 


Fundamental techniques and procedures. construction, use and develop- 
ment of basic patterns selection and use of commercial patterns, garment 


construction; remodeling; fitting; pressing and finishing; elementary tailor- 
ing; study of the integrated wardrobe. 


2531-A18 BEGINNING ART 


Still-life compositions perspective and color theory. Media used will be 
charcoal, crayon, pastels, and oils. 


2532-A18 PORTRAITURE 
Charcoal, crayon, pastel and oils. Freehand drawing. 


2533 - A42 READING ACCELERATION 


Techniques of concentration, comprehension, retention, vocabulary, de- 
velopment with the aids of SRA Reading Labs and speed building machines. 
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2534-A42 CREATIVE WRITING 
Fiction and non-fiction for publications. 


2535 - A42 GREAT BOOKS DISCUSSION I 
Informal meeting can be arranged to discuss great books. 


2536 - A27 COIN COLLECTING 
History of coinage, coin collecting for pleasure and investments. 


2537- A18 JEWELRY MAKING 


Would you like to make a new ring, a bracelet, or a beautiful pin? Work 
in metal? Learn silver soldering, gem setting, the use of fine abrasives and 
jewelry making tools. All students work on individual projects. Designs are 
suggested. 


2538-A18 LEATHERCRAFTS 


Here is your chance to learn to make such useful things as billfolds, key 
containers, book covers, desk sets, moccasins, and belts. Group and individual 
instruction is given in tooling, stamping, carving, and other leather craft 
processes. 


230-A27 CIVIL SERVICE PREPARATION 


Learn to prepare for civil service examinations offered by the city, state, 
and Federal government. You will be given information about application 
procedures and opportunities to gain experience with testing materials 
similar to those used in civil service tests. Intensive review of basic math 
and the development of verbal skills are included. 


2540-A15 FINANCIAL PLANNING 


This course teaches how to embark on an investment program that has 
enabled participants to acquire wealth. Students will obtain a useful under- 
standing of the functions of banks, insurance companies, the stock market, 
and all forms of investments. 


2541-A27 RETIREMENT (PROBLEMS AND ENJOYMENT) 


This course is for retired adults and those older adults who desire to 
prepare themselves for retirement. Problems of income maintenance, living 
arrangements and housing, health and rehabilitation, spiritual needs and 
recreation are considered. The aim is to help the older adult prepare himself 
for independence during his retired years. 


2542- E89 HORSESHOEING 


Class is for people who own pleasure horses and want to learn to shoe them 
properly, also, instructions given in proper handling, trimming, shaping of 
shoes, corrective measuring and applying shoes. 
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ADVANCEMENT LABORATORY 


The purposes of the Caldwell Community College Advancement 
Laboratory are threefold: to provide necessary materials and 
facilities to help adults prepare for the high school equivalency 
examination, to help students and adults gain educational im- 
provement of their own choosing, and to help students remedy 
academic deficiencies. 

The following pages comprise a list of the courses presently 
offered in the advancement tab with a brief description of each 
course. The initials “A.C.T.,“ found in parentheses at the end 
of each course description, represent the words ‘‘approximate 
completion time.” It should be kept in mind that these figures 
are only estimates for the average student and that each student 
will function best at his own rate and, therefore, it is impossible 
to determine the exact time necessary for an individual to com- 
plete any given course. New courses of study are added regularly. 

The only necessary materials an applicant need furnish are 
pencil and paper, and the only requirement is that he be at least 
sixteen years old. 


ADVANCEMENT LABORATORY 
COURSE OFFERINGS 


BUSINESS 


Course Description 


Business Mathematics—This is a series of four courses made up of the 
following: 

1. Fundamentals of Business Mathematics. 

2. Interest, Negotiable Instruments, and Payroll Mathematics. 

3. Business Mathematics in Management Decisions. 

4. Mathematics of Accounting and Finance. (A.C.T. complete—75 hours) 


Basic Filing—A short course designed on the alphabetic system of filing. 
(A.C.T. —15 hours) 


See een “ABC” shorthand. Dictation is given on tape. (A.C.T.—45 
ours 


Bookkeeping (Temac)—A basic course for the beginner, written on a high 
school level. (A.C.T.—20 hours) 


The Accounting Process—A fundamental course in the principles of account- 
ing. (A.C.T.—12 hours) 
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COMPUTER-RELATED PROGRAMS 


Course Description 


Introduction to Binary Arithmetic—Binary Arithmetic (base 2) is the math 
through which computers operate. (A.C.T.—4 hours) 


Introduction to Transistors—Deals mainly with transistors related to the 
structure and function of computers. (A.C.T.—12 hours) 


Basic Transistor Circuits—This course is based on an Auto-Instructional 
Teaching Text on Digital Computer Fundamentals developed by the Raytheon 
Company. (A.C.T.—12 hours) 


Introduction to Electronic Data Processing—This is a basic course dealing 
with the why and how of computers. (A.C.T.—20 hours) 


Required Cobol - 1961—This is an extensive course dealing with the language 
of computers. (A.C.T.—120 hours) 


ENGLISH 


Course Description 


2200, 2600, 3200—A series comprising a complete grammar program that 
covers seventh grade through high school level. The student is placed in one 
of the three courses depending on which his need might be. (A.C.T. for 
each—45 hours) 


Programmed English—A complete freshman college level grammar course. 
(A.C.T.—50 hours) 


300 Commas—A short course in the proper use of commas. (A.C.T.—8 hours) 


Lessons for Self-Instruction in Basic Skills—A series made up of short 
courses in areas that tend to give problems in grammar. The short courses 
include: 

1. Capitalization. 

2. Punctuation. 

3. Sentence Patterns. 

4. Verbs, Number, and Case. (A.C.T. for each course—5 hours) 


Spelling—An elementary spelling course, including basic spelling rules and 
procedures for using the dictionary. (A.C.T.—25 hours) 


W ords—A basic course in vocabulary development, written on a junior high 
school level. (A.C.T.—15 hours) 


Vocabulary Building—This course teaches the meaning and usage of pre- 
fixes, suffixes, stems, word families, and groups. (A.C.T.—8 hours) 


Improving Your Written Communication—A course designed primarily to 
improve business-oriented correspondence. (A.C.T.—8 hours) 


FOREIGN LANGUAGE 


Course Description 


Programmed French—A French reading and writing course, teaching an 
active vocabulary of over 1600 words and a passive vocabulary of 900 more 
words. (A.C.T.—90 hours) 


Basic Germman—A basic reading course, carrying the student through most 
of the verb tenses. The phonetic vocabulary is taught on tape. (A.C.T.—50 
hours) 


Basic Spanish—An extensive course in reading and writing, with the 
phonetic vocabulary taught on tape. (A.C.T.—180 hours) 
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GENERAL INTEREST 


Course Description 


The Analysis of Behavior—A survey of terms and concepts applied in a study 
of animal behavior. (A.C.T.—12 hours) 


Your Study Skills—A simple approach to the problem of learning how to 
study. (A.C.T._4 hours) 


READING 
COMPREHENSIVE READING 


Course Description 


Reading Laboratories—Programs designed to improve the student’s ability 
to retain what he reads. Work is also done on vocabulary development and 
grammar usage with a resulting effect on spelling. The course covers all 
grade levels. 


Reading for Understanding—A reading course designed to develop or re- 
develop concentration processes. This program is especially helpful to stu- 
dents who have been out of school for an extended length of time. 


SPEED READING 


Course Description 


Craig Reading Program—A program using a student-controlled machine to 
increase reading rate and eye coordination. A workbook is also used to 
insure that comprehension does not suffer with the increase in speed. 


Reading Accelerator—A program using a device that is placed over a work- 
book. A slide moves down the page at a rate established by the student. 


MATHEMATICS 


Course Description 


Univox Arithmetic—This course is written at a very elementary level, with 
emphasis on the four basic operations. (A.C.T.—25 hours) 


Multiplication and Division (T.M.1.)—This is an elementary course in the 
two basic operations mentioned (A.C.T.—20 hours) 


A.S.M.D. (B.R.L.)—This is also a basic course in the four arithmetic 
Mapa CtTy with one book devoted to each operation. (A.C.T.—8 hours per 
ook) 


Basic Math (Temac)—This is an extensive course in the basic math processes, 
fractions, percents, and decimals, with emphasis on both theory and appli- 
cation. (A.C.T.—150 hours) 


Basic Math Measurement—This program works with the more common 
mathematical measurements, including those related to geometric figures. 
(A.C.T.—80 hours) 


Seventh-Grade Mathematics—This program is much like the “Basic Math” 
course mentioned above, but it is written on a higher reading level. It also 


carries the student completely through high school general math. (A.C.T.— 
130 hours) 
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Fractions (Tutor Text)This is a very thorough program in both the theory 
and application of fractions. It is written on a relatively-high reading level. 
(A.C.T.—12 hours) 


Decimal Numbers (T.M.I.)—This is a two-volume, elementary program in 
decimal numbers. (A.C.T.—20 hours) 


Computing Square Roots—This is a short, efficient method for teaching the 
theory and application of square roots. (A.C.T.—3 hours) 


Introduction to Probability—This program supplies a simple method for 
learning an interesting subject. (A.C.T.—2 hours) 


Lessons for Self-Instruction in Basic Skills—This is a series of short 
courses, including units on addition, subtraction, multiplication, and di- 
vision. Work is done with whole numbers, fractions, decimals, and percents. 
(A.C.T.—4 hours for each unit) 


An Introduction to Verbal Problems in Algebra (Temac)—This is a basic, 
introductory course and requires only a basic understanding of algebra. 
(A.C.T.—20 hours) 


Algebra I and Algebra II (Temac)—These are extensive programs parallel 
with the ones taught in the public schools. When a student completes these 
courses, he is prepared for college algebra. (A.C.T.—150 each) 


Plane Geometry (Temac)—This is a very thorough program, requiring 
some background in algebra as a prerequisite. (A.C.T.—80 hours) 


Solid Geometry (Temac)—A complete course requiring plane geometry 
as a prerequisite. (A.C.T.—50 hours) 


Trigonometry (Temac)—A college-level trig course requiring a good back- 
ground in algebra. (A.C.T.—80 hours) 


Analytic Trigonometry (Temac)—A course using trig functions and the 
field of complex numbers. (A.C.T.—80 hours) 


Introductory Calculus—This course goes into both differential and integral 
calculus. (A.C.T.—50 hours) 


Practical Mathematics (Tutor Text)—A practical application of algebra is 
taught for business; technical, and laboratory situations, as well as for 
every-day use. (A.C.T.—15 hours) 


The Slide Rule (Tutor Text)—A thorough course on the mechanics of 
the slide rule as well as practical applications. It covers up to the log-log 
scales. A good foundation in math is needed for this course. (A.C.T.—15 
hours) 


Advanced Slide Rule—A course specifically designed to be used with the log- 
log duplex trig, and log-log duplex decitrig slide rules. (A.C.T.—35 hours) 


Logarithms—A short course dealing with four-place logarithms, antilogs, 
multiplication, division, raising to powers, finding roots, and problems in- 
volving all operations. (A.C.T.—6 hours) 


Introduction to Modern Math (Behavioral Research)—Introductory course 
to the concepts involved in the new approach to learning math. 


Modern Mathematics for the Junior High School (Temac)—A four-volume 
course presenting the “new” or “modern” math on a junior high level. 
(A.CT.—120 hours) 


Modern Algebra (Temac)—A six-unit, modern approach to traditional alge- 
bra. (A.C.T.—150 hours) 
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SCIENCE 


Course Description 


Biology and Chemistry—A high school level science course covering the 
subjects in general terms. There are no actual laboratory experiments. 
(A.C.T.—40 hours) 


Work and Machines—A high school level physics course. There are no 
actual experiments. (A.C.T.—20 hours) 


Measurements, Meteorology, and Astronomy—A course offering the essen- 
tials in each area. (A.C.T.—40 hours) 


Sound, Light, Electricity, and Communication 
tials in each area mentioned. (A.C.T.—40 hours) 


A course offering the essen- 





Physical Science Program—A series made up of the following units: 
Mechanics. 

Engines. 

Astronomy. 

Geology. 

Meteorology. 

(A. C. T.—8 hours each unit) 


Se EI 


Vectors—A physics course requiring only a basic knowledge of algebra as a 
prerequisite. (A.C.T.—12 hours) 


Principles of Chemistry—An extremely thorough, theory-oriented, fresh- 
man college level course. No lab work is involved. (A.C.T.—180 hours) 


SOCIAL STUDIES 


Course Description 


Geography of the U.S. (Univox)—A short, elementary course used mostly 
with students who have reading difficulties. (A.C.T.—15 hours) 


Geography of: the U.S. (B.R.L.)—A complete course with extensive map 
study. (A.C.T.—40 hours) 


Maps: How We Read Them—A short course using maps of the United States 
as examples. (A.C.T.—4 hours) 


History of the United States—Covers general U.S. history from the early 
explorers through the present. (A.C.T.—20 hours) 


How a Bill Becomes a Law—A government-related course touching almost 
every phase of the process of a bill becoming a law and other congressional- 
related topics. (A.C.T.—15 hours) 


The Constitution—A course dealing with the Constitution from its historical 
background to the most recent amendments. (A.C.T.—15 hours) 
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COURSES OF 
STUDY 


CALDWELL COMMUNITY COLLEGE OFFERS THE FOL- 
LOWING PROGRAMS OF STUDY: 


ASSOCIATE IN ARTS OR SCIENCE DEGREE 


GENERAL EDUCATION CURRICULUM 
PRE-BUSINESS ADMINISTRATION 

PRE-BUSINESS EDUCATION 

PRE-ENGINEERING 

PRE-LIBERAL ARTS 

PRE-RECREATIONAL 

PRE-SCIENCE 

PRE-TEACHING—ELEMENTARY AND SECONDARY 


ASSOCIATE IN APPLIED SCIENCE DEGREE PROGRAMS 


BUSINESS ADMINISTRATION 
DRAFTING AND DESIGN TECHNOLOGY 
ELECTRONIC DATA PROCESSING 
FURNITURE PRODUCTION ASSISTANT 
LIBRARY TECHNICAL ASSISTANT PROGRAM 
RECREATIONAL THERAPY TECHNOLOGY 
SECRETARIAL SCIENCE 

EXECUTIVE SECRETARY 

MEDICAL SECRETARY 

GENERAL CLERICAL (1 YEAR DIPLOMA) 


DIPLOMA PROGRAMS 


AUTOMOTIVE MECHANICS 
COSMETOLOGY 
ELECTRICAL INSTALLATION 
AND MAINTENANCE 
FURNITURE PRODUCTION ASSISTANT (1 YEAR) 
MACHINE SHOP 
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MECHANICAL DRAFTING 
OPERATING ROOM ASSISTANT 
PRACTICAL NURSE EDUCATION 
TEXTILE PRODUCTION ASSISTANT 
UPHOLSTERY 

WELDING 


PROJECTED CURRICULA 


To provide curricula that will reflect the changing needs of our 
community and the training patterns for employment, Caldwell 
Community College has the approval of the Department of Com- 
munity Colleges and the State Board of Education to offer 
additional curricula other than those listed in the present catalog. 
The curricula listed below can and will be offered as demand and 
physical facilities are provided: 


Carpentry Textile Production (Full Time) 
Electromechanical Mechanics Manufacturing Engineering Technology 
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COLLEGE 
TRANSFER 
CURRICULA 


SUGGESTED PROGRAMS OF STUDY 
LEADING TO ASSOCIATE IN ARTS DEGREE 


The pre-professional curricula offered by Caldwell Community 
College and Technical Institute are listed on the following pages. 
These programs parallel in content those offered by most four-year 
institutions. 

Requirements to professional programs vary among schools, 
colleges and universities. The following programs suggest certain 
courses for students planning to transfer. It is imperative that the 
student make an early decision on the institution to which he 
wishes to transfer and then elect the courses which will allow him 
to meet the requirements of that institution. Counselors and 
faculty advisors may suggest deviations from the following guides 
when it is evident that a particular course or sequence of courses 
is not appropriate for the four-year college or university to which 
the student expects to transfer. 


GENERAL EDUCATION REQUIREMENTS FOR THE 
ASSOCIATE IN ARTS OR ASSOCIATE IN SCIENCE 
DEGREE 


Associate in Arts candidates must complete the following 
general education courses or equivalents in addition to approved 
electives for a minimum of 96 credit hours with an overall grade 
point average of 2.0 (“‘C’’) or better: 


Quarter Hours Credit 


Communications Arts iv 


This requirement is met by completing English 
101, 102, 103, and Speech 101 
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Qtr. Hrs. 


Humanities 15 
This requirement will be met by selecting 9 
hours from “A” below and 6 hours from “B” below. 
A. Literature, or Advanced Foreign Language 


B. Music, Art, or Philosophy 


Mathematics 5-10 


This requirement shall be met by taking the 
most advanced mathematics for which the stu- 
dent is qualified. 


Natural Science 1 


(Biology, Physical Science, Physics, Chemis- 
try) (It is recommended that 3 quarters of one 
science be selected.) 


Social Science 15 
History 101, 102, 103 
Six hours from any of the following: 


Economics, Geography, Political Science, 
Sociology or Psychology 


Physical Education* 6 


Guidance 


(All entering freshmen must take GUI 101 or 
an approved equivalent.) 


Electives 25-30 


*All students wishing to be exempt from the Physical Education Require- 
ments due to physical disability must first consult with the Department of 
Physical Education. Every effort will be made to involve each student in 
some type of activity. Students exempt from the required physical education 
program because of physical disability will be required to take PED 180, 
Personal and Community Health. 


GENERAL EDUCATION CURRICULUM 


The program outlined below is designed for those students who 
do not have a definite educational objective, but who wish to take 
a program of studies which will allow flexibility in transferring 
or which will be of value to the general cultural development of 
the students. 


FRESHMAN YEAR 


Course No. Course Title Qtr. Hrs. 

FALL QUARTER 

GUI 101 Gaol Veron Wo) INRIERNEMON. oo bp acs oob acess cnvcconae 1 

ENG 101 Grammar & Compositiony lag (aa nee eae 3 

HIS 101 World: Civilization, Di = erat Hee ee ee ee 3 

MAT 101 College Math or 

MAT 111 CollegesAleebrat prac asccnc cea meee eae ee ee 5 
Elective or Foreign Wanrunee s.r eee ee 3 
Physical) Hducationt2 0g jue ee eer ae ee 1 

16 
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WINTER QUARTER 


ENG 102 Grammar & Composition II ... 

HIS 102 Wor) da Civalazetione ll eeee sneer 

MAT 102 College Math II or 

MAT 112 METRO NCINEWEAY 6 co 0c5epoenene 

SPH 101 Fundamentals of Speech ..... 
Elective or Foreign Language 
Physical Hiducation...4 oj. «+... 


SPRING QUARTER 


ENG 103 Grammar & Composition III .. 

HIS 103 World Civilization IJI ........ 

MAT 103 College Math III or 

MAT 113 Analytic Geometry & 
Calculustl ee ee wee 

Ee Sivee2 Olt General Psychology .......... 
Elective or Foreign Language . 
PONSA JOGNOORNION 6560505 nn6 


SOPHOMORE YEAR 


Course No. Course Title 

FALL QUARTER 

ENG 201 English Literature 1 ......... 
Social Science Elective ....... 

PHIZ00 Introduction to Philosophy ... 
Natural Science Elective ..... 
HTECEIVES rs ot cde Nat 
niycicallm i ducati Oneill arrer 


WINTER QUARTER 


ENG 202 English Literature IJ ........ 
Social Science Elective ....... 
Natural Science Elective ..... 
ART 101 Nroerochineiein tte) AWAY . 2. c6de8a- 
HleGtivies eater ee oe ee 


SPRING QUARTER 


ENG 203 English Literature III ....... 
Natural Science Elective ..... 
Socialescienceslectiviessmn te 

SOC 201 General Sociology ........... 
WleCtiViesmte eee Crees ee te 


PRE-BUSINESS ADMINISTRATION 


FRESHMAN YEAR 


Course No. Course Title 

FALL QUARTER 

GUI 101 Introduction to Education ..... 
ENG 101 Grammar & Composition! ..... 
IBUESS TK@hl WiorldiGivilization: lane 
MAT 101 College Math I or 

MAT 111 CollesemAloebraree nan ee 


BUS 101 Introduction. to’ Business 4. eee ee ee 5 
Physical) Educatiouigy anals o ee a 1 


WINTER QUARTER 


ENG 102 Granimar & COMpositl ole) lien ree eany ren arene 3 
HES 102 WorldeGivilization. lL (aes ee ae eer nee 3 
SPH 101 Fundamentals of Speech neta me eee ee 3 
MAT 102 College Math II or 
MAT 112 Collere Trigvonometryacsc ere Ce eee 5 
MUS 101 Introductionetos Us 1 Caer ener cn teen a eee 3 
Physical; Hducati ong war eee sere ce eee 1 
18 
SPRING QUARTER 
ENG 103 Grammar dé Compositions | aerate tenn nen een 3 
HIS 102 W orld: Givilization UL lesa aren ree en eee 3 
Rowen Gen? Psycholos yaa Sat ee a eee ae en ere 3 
SOC 201 Gen Sociology wir. Mette ren ete te ae a eee 3 
BUSmeLt2 RersonaliBinancesi yao eee eee 3 
Bhysicala hducatvonieye.e ene en ene ee 1 
16 


SOPHOMORE YEAR 


Course No. Course Title 
FALL QUARTER 
ENG 201 English Literatures ae eee ee ee ee 3 
Naturalis erences HM lectiv.cu ait ete ee 4 
ECO 201 HiCOnOMICS CLS ee es ae rt cae ee 3 
BUS 120 PrineiplesoteAccountin ola eee ent ian eee 3 
jee, PAO Intromtozbhtlosopl yar. wien ee eater ae ee 3 
Bhysicalehducations meciscesss scien oe eee 1 
e 
WINTER QUARTER 
ENG 202 English ylitera ture lists - cc ee ett ee 3 
Naturales crenceslectivie swt ania neers 4 
ECO 202 Hconomics. lle. asee, wee ee ee ee eee gp 4 
BWsss2r Principles sof Alccountin gs lassen ae re eee ee 3 
Social Science: Hlectivien een eee ner eee 3 
Physicals hducati onaaeis eee een ee eo ee 1 
7 
SPRING QUARTER 
INaturalas clences ELeCculy.c a eeiaatte ener entti an nari nena 4 
ECO 203 Meonomies: LL sexe eee eee ee 3 
BUSmi22 PrinciplestofeA ccountineeL ll samara wae in eee 3 
SocialiSciencer Em lective wie eee eee 3 
Kleétive i jee 14 2 Pee eteg ret Ve ork ene A ine eg ae 3 
Physical Education ONO eer Aono rnp re ay oe 
ie 


Students pursuing the Bachelor of Arts Degree should select Foreign 
Language through the Intermediate Level. 
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Course No. 


PRE-BUSINESS EDUCATION 


FRESHMAN YEAR 


Course Title 


FALL QUARTER 


GUI 101 
ENG 101 
HIS 101 
MAT 101 
MAT 111 
BUS 102 


Introductions vosauealionue naa ae een: 
Grammar a Composition. es. 2.445 sue en a coe: 
\WOrelel Ginalbiweieiorn Ws ansecacosge cosas aucoae 


College Math I or 


College sA lberramarter ets tar enia er hela ae 
ELV OCW ILI Olmert eae tee eee, oi ee 
Please) IDOMMCENIOM, . 106 eo oo Oe eae aeons e 


WINTER QUARTER 


ENG 102 
HIS 102 
MUS 101 
SPH 101 
BUS 103 


Grammar c. Composition ll 2 ee ees.) . .. 
Woraleh Cinalivehaiore IM oo cata boeoeaadaceonee 
HicieROdICTLOME COP VIS Clee aan) sere et 
Fundamentals of Speech ................... 
PEW Ge ne ae a oe, TOL, ss Phe oo 
ovsicals Mdaeations -. mnie oh ee ara c: 


SPRING QUARTER 


ENG 103 
HIS 103 
BUS 104 
PSY 201 
SOC 201 


Course No. 


Gzrammared COmpositionel lil se serena eee): 
Wiorlds@ivilizatione | Uae enee eee tenance 
Ley POWriLing ya. ee. e eetee ieee t,, MEER 
Creme ES V-CHOLO OW dren een ts eae a nen EAC cs 5 
CEN OOCIOLO RY. oak el ewe, Sa). Es, 
JEL ONDINE TDGNKER NO Conoco ub eb Ae ebo aoc me aade 


SOPHOMORE YEAR 


Course Title 


FALL QUARTER 


ENG 201 


BUS 106 
ECO 201 
BUS 120 


English: Diteratnreti. Ac csse neo en wee © os 
Naturales clences!) lectiv.cmerr ere ete 
PASH ALOVMBORSHOVCL mm do Bea HARM & Wleib th, Mee een ee 
Prine plessore Lb COnOMl CS lanes mane erie eu 
Rrineiplessoi@Accoulmtin ol mann liens enter 
Physicaleh ducatlonuen tt ar nena 


WINTER QUARTER 


ENG 202 


BUS 107 
ECO 202 
BUS 121 


* Advanced placement given based on level of achievement. 


BEnelishy itera tune li sae eee eras 
NaturalesciencesHlectivie eas +e a 
«Shorthand yeaa eee Tee ener... 3) 
Principlessof Hconomicss an aenn ape en 
Principlesson \ccountine sae eee 
Phiysicali@ducavionw ee a. oer ee 


Qtr. Hrs. 
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SPRING QUARTER 


Naturals Sciences lective merece i renin anne rane 4 
BUS 108 + Shorthand: (se neqecnce eee eee sie) ay a as 3 
ECO 203 PrinciplesvofeH conomi css Ulganre ricer renee 3 
BUSmr22 Brinciples oteAc cout os Ullman en ner ee eee 3 
Electives 4.304 eee. Se Bs enn ec eee 3 
Physical sbducations «425 ee; eerie ot eee ee 1 
qr 
PRE-ENGINEERING 
FRESHMAN YEAR 
Course No. Course Title 
FALL QUARTER 
GUI 101 Orientation’. | 6). Seok eet dee ST ae eee 1 
ENG 101 Grammars Ge COMmpositionm lamar er itr ent eee 3 
HIS 101 Worlds @ivaliza ti ons alee erate ee eee eee 3 
MAT 111 College Algvebral sheers 4a eta et san eee 5 
CHM 101 Gen; Chemistry 1-376... 2 ee eee 4 
Physical Education: = jee een ore ae 1 
17 
WINTER QUARTER 
ENG 102 Grammareca GOmposit One n tale nr ene 3 
HIS 102 WorldsGivilization, ly peta) ert oe eee 3 
MAT 112 College “Trigonometry 7...) Ae ee oe eee 5 
EGR 101 Ene yGraphicst lg ht. Oe ts ad kee 3 
CHM 102 Gens Chemistry [hi tea, . Seeebiase: wee. o.oo eee 4 
Bhysicalsh ducationge cnet iEt awn i cr eee il 
19 
SPRING QUARTER 
ENG 103 "Grammar :< Composition LL). eee en ee ee 3 
HIS 108 WorladtGivalazationielli eee aa eae een re 3 
MAT 1138 Analytici Geo Calcdlus: lsc ano epee a eee 5 
CHM 103 Gen. Chemistry Jo) 2 2. eee ge ee ee ee 4 
EGR 102 BEng Graphicst LIM ao. .in ct. weect ey epee en aoe 3 
Physical *hducationageee ioncccncude nse ekbhon eb ee Il 
19 


Course No. 


SOPHOMORE YEAR 


Course Title 


FALL QUARTER 
ENG 201 English *Literatureslia.’. 425.050 7 ere a nts eee 3 
MAT 201 Analytie:Geo,.&.Calenligil lagi a men ieee oe ne ee 5 
PHY 201 Physiess] t.c..5 Aen, eee Sy oan ch cae Se 4 
ECO 201 Rrineiplestom lH cConomicss lee ea iene eee 3 
CHM 201 Qualitative Analysismaiens Gaerne oe ee 5 
Physical-iiducationssseis. sb een eee 1 
21 
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Qtr. Hrs. 
WINTER QUARTER 


ENG 202 Pre lish Ditons rureel ee 2 ewe welt, NM 3 
ECO 202 Erinciplesvorsmeonomiesi 1)... a. .is.4 6 2 ods de, 3 
MAT 202 analytic GeoranCalculus TIT ........,., 80s se 5 
Pil ye AOE LYSIS) | ieee ene EY Oi | aed 4 
SEH E101 PUNCOL AS PCCCOMaG Owner AE oe. uae... as eae B 
Physical (Wducationmeaet selanice ied os .oen lk. 1 
19 

SPRING QUARTER 
PILY §203 EV Si CSe ll apy emmmtr ee arte R ee 4 
MAT 220 DEL eCLeme le IMPUCUS TIONGMEe eye hs Beer bei 6 cece cists eee 5 
ECO 203 Brinciplestof.Wconomics WLI). .c 4k o oo ok cc oe en, 3 
SELECT Vern meme CPt ee MAT AS) OE TY 0-3 
BULECLIVEONES ORR PREP AMER e ows), 3 
meysicalaWducation~ ak eat ence oa, 1 
16-19 


* Electives may be selected to meet requirements of the institution to which 
student plans to transfer. 


LIBERAL ARTS 


FRESHMAN YEAR 


Course No. Course Title 
FALL QUARTER 
GUI 101 LIMOS HNCUO HO ITCH» boo eo ab boo oo ce doonoee 1 
ENG 101 CEAMMary Oc uOOMpOsl (ON LE ocat= cha aeeeeet 6a) ici ake als rn 3 
HIS 101 WVOLIGCCIMINZATLON at 1 cle en ee ee he 3 
MAT 101 College Math I or 
MAY 111 CON CP CONI SS bra erat Mae ae ee PAWNS Otel ewe ea 5 5 
*Foreign Language or 
CU LSCUIV Comin Ratt o Comrier iE eenrer uera meh tices, Git ete Sera s 3 
IPO AKCEU ID CREORRONOIN oo oo ac panenvasavacnaobndanseous 1 
16 
WINTER QUARTER 
ENG 102 GEAMMAatTcG@@ OM POStll Ons by wpa. eiP mis) vel oid susie oleate 3 
HIS 102 Wirerele | Crmaulivengior 1k «once gen wanna aon owo odo onebaew ss 3 
MUS 101 INCOR LOGNLUSICR ewe isl. St esee tage eek eS ee 3 
Sie 01) Bund ote Speer mar eriemetn tiniest nn cece 3 
Foreign Language or 
FPIGIOCLIY Ce cote ee en his ee cae: cod eockecetas eae 3 
Phy sicalawducatio nee eco ae ee ore sense il 
16 
SPRING QUARTER 
ENG 103 (Canine to Conmoositionoa INN osocee acer co oensmoemoene 3 
HIS 103 World *@ivalizacione | lili e aes en gee een en ree 3 
PSY 201 General, Bsycholoc Vie ae err eerie Cee 3 
SOC 201 General Sociology ta tate ees ok eee 3 
Foreign Language or 
GCE V Canoe, Bose. Soe aE AS OO hea ee eee 3 
hy Sicalieh dca GOT mera ra ne iene eran il 
16 


* Students with credit for two high school units of Spanish should enroll in 


A 201. 
** Electives should be selected to meet requirements of the institution to 
which students plan to transfer. 
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SOPHOMORE YEAR 
Course No. Course Title 


FALL QUARTER 


ENG 201 Enelish Literature: 1 7.7.31) ee, eee 
PHiy201 IntZowcto,ehlosophi var eee eee 
Natural Science’ Elective = 2--" 2220 7-.- 


Foreign Language or 


£% FCCC VG) ete eek een eT ae Ne 
Physical Education wi ot eee: 
Eleetivie= ty teaaass 5.5 eee eee ee 


WINTER QUARTER 


ENG 202 Enelishsliteraturel | peer eee 
ART 101 Introduction tosA rte. See eee ee 
NaturaleScrence: blectiv.esra- eee 


Foreign Language or 


WleCtIViG see etl ae coe eae ek ee AE ee 
= HL OC ELV Cmuirewi ieee ens ee teen eee ae 


SPRING QUARTER 


GEO 201 Physical Geography... - #5. - Genie 
POL 203 Staten éels0caleG. ovitanee ene nar 
Natural Science Elective ............... 


Foreign Language or 


ElectivGiicikicnch Aen ee 
BF WO LeGtiv.Gdenidy. dunn ae eee eae 


PRE-RECREATIONAL 


FRESHMAN YEAR 
Course No. Course Title 
FALL QUARTER 


GUI 101 Introduction tosE dulcatlonmm eee 

ENG 101 Grammar & Compositions assis 

HIS 101 Wiorld Givilizati ony eee eee ere ere 

MAT 101 College Math or College 

MAT 111 Al ge TaGey Me seam ook ree, ore we Ae ane 

REC 101 InittromtosRece,s Civic eSmnanen in ene 
HOLES alo Ue O'S mae ene eee een 
Bhysicalahducationmas sheen ne 


Qtr. Hrs. 


* Students with credit for two high school units of Spanish should enroll in 


SPA 201. 


** Electives should be selected to meet requirements of the institution to 


which student plans to transfer. 
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WINTER QUARTER 


MUS 101 Into toy US] Carey ea aio yee AG Radon wats hr halo 3 
ENG 102 (Gram niate ca COMpDOSTULOI el lainey nese ene 3 
HIS 102 Wiorld Civilization el Wage. koe dc ca eeee ee 3 
SPH 101 Bundsoiss peechuremran pew mir cs are. one een 3 
HOreignaLangua ree nar ola een ed eae 3 
ae LEC EHV Clee ape GNM also eT ec ch Sirake onan ana aah ena eer aeatatns 3 
Bhysi cal ehiduca ClO Nimes inte tienen ean eer eee ee it 
19 

SPRING QUARTER 
SOC 201 CLO a POCIOlO ype ee MOO Oe ewes aide eed 3 
ENG 103 GrammatecnG OMpOSi tions! ll aanne. sine rcn ee 3 
HIS 102 Wionrlas@ivilli zations Lulmms tered ce cei nenmi to ie anon tae 3 
REC 105 Recreational Areas and Facilities .................. 3 
oreionslaneuareyewa kh snin. Once. en eRe eee. eee: 3 
oll DKON. ekamGaySts nao 4 0: 000.0: ENE RUPE Rec) ee ae or 3} 
Bhysicalg Educa longa maar eeneen Tene en. oc cicte ssn 1 
19 


SOPHOMORE YEAR 


Course No. Course Title 
FALL QUARTER 
PSY 201 GENE SV COLOR Ye... HRA mater Cherie ks Bhat ee boat Ae aA 3 
ENG 201 Beischel itera tunem etait ccnp eeienay totic oe oe 3 
Pade 201 Taibo Wed AEA odo a nb hs ue OU ne pee oe eee 3 
REC 201 RecreationaleAd map ce ose oe cat ae ate ek as 33 
Naturales clences Hh lectivicmaauadem etwas oe oclee oon aoe as. 4 
“oA Ea e aac 6 arc onaho SSN ee oe ee ee 3 
hy silica ler UG blOl meee Petey emer re) yee fr 1 
20 
WINTER QUARTER 
POL 201 KedmGovernmenteecete teers lee aye ica ce ein oe 3 
ENG 202 HMnolichwl tera cuicee | manera: me nnestars ear enn © wesc 8 
tM CCLIV. Can Ms a a ee Ge: te gn elieer. 3 
ECO 200 HCONOMLES seen ee Te ea ts 5 ba oe Gs 3 
ART 101 INICLOs COMA LCase eee eee aes, Meee MO ens capo be, Sere ae 3 
Naturales clenceyLilectiv.empreiten it ramen: oi is a meee 4 
Bhysicalaiiducationvce ae meiey fetta: oo a eis ees 1 
20 
SPRING QUARTER 
EDU 201 EPTINC (pesto MuGUCAtION © cee 0 hits aa el hol eae 3 
GEO 201 RnysicaiGeorra ph Vemma veri ae cr eo ae a ele 4 
ENG 203 English Literature Jil yee e. eets .io ate 3 
Naturales clences lective setae erect ie icin erent 4 
FROM CH Vevey aig ok woes AE McA SRE SO ci 6a ere RP er oe 3 
Bhysicaletqucationw@ewen:  aeen mer ecw errr eke crore rh 
18 


* Students with credit for two high school units of Spanish should enroll in 
SPA 201. 


** Electives should be selected to meet requirements of the institution to 
which student plans to transfer. 
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PRE-SCIENCE 


FRESHMAN YEAR 
Course No. Course Title 
FALL QUARTER 


GUI 101 Introdimchionito Haucation sien 
ENG 101 Grammar & Composition]............. 
MAT 111 GollegelZAl oebras wr a series oer 
*Natural Science Elective .............. 

HIS 101 World Givalizations lea eee 
Physical sh diica cloner eect a en 


WINTER QUARTER 


ENG 102 Grammar & Composition II ............ 
HiSset02 World, Civihzation LI. 7a eee 
MAT 112 Collecexiriconometivien eee ee 
eNacuLalesclencesh ec. iy cunt i niet 
SPH 101 Hundamentalsvotespeech emer eee 
TENCE TCO ch coor ooo on onoo ene 


SPRING QUARTER 


ENG 1038 GrammareceCOmpos ition eu eens 
HIS 1038 Worlds@ivalizationg eae ee 
MAT 1138 AnalyticiGeond, Calculus leer. 
*Natural, Science Klective).: v.2.0<.7 08. 

Blective te 3295 2 rer ee ca ingl 2 beneath nea 

LN CEN TECKEVCRINGIOY oncio bo wow oe 6 a en's 


SOPHOMORE YEAR 
Course No. Course Title 
FALL QUARTER 


ENG 201 Hnglish Literature. lyo.. 244 ta. cee 
MAT 201 Analytic Geo. & Caleulus I] .......005.. 

“Natural, Science Elective ...22h.e% 
Pie 0 Gens Psychology #visset et. pene steer 


Foreign Language or 
Elective 


WINTER QUARTER 


ENG 202 Baglish) Literatures, (eater en haere 
MAT 202 Analytic Geor & Calculus Llevs>. 4ainee 
ECO 200 Economics 


“Naturale Science: Hlectivicaaee eee 


Foreign Language or 


Hlectiven yes ee ee reer ee eee 


* Natural Science Elective should relate to teaching field. 
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Qtr. Hrs. 


SPRING QUARTER 


GEO 201 Rhysical’Geocraphy) oe bec aaoaaiet sia eos nn ee 4 
POL 203 mtate and. Local Governmentaieeita, take. | ta 3 
ANatiral Science Wlectives.. 1) sete rncamhan os 1 one 4 

Foreign Langruage or Hlectivers sia dense: so. 00 eee 3 

HA eCELVE Rica yee ee a CRESS PRL, RN, Beh ey nthad WR 8 3 

Physical Wducatloner 45 tac ai nae Ree ees. cae 1 

18 


PRE-TEACHING 


FRESHMAN YEAR 


Course No. Course Title 
FALL QUARTER 
GUI 101 PRCA UClIOns Os I OUCALIONS aust Wek atc iis. At dee 1 
ENG 101 Graminate we womposition Lace as. tee. as cua aes 3 
HIS101 BOL Oe Ga viliZatiOn ol Semen. Rane Meme tee ve cee 3 
MAT 101 College Math or 
MAT 111 ReollecorA| web T a saeco teh ok. reais | yb Aas Ok blake pice 5 
INeaburales clencest:|ectly eine rst ieinae ti in ae 4 
eV ACA LSC UC ALION pre am cy. frees, Seatac ie, Se 1 
17 
WINTER QUARTER 
MUS 101 Limos OVEONN, (Oy MNRUIEIKG 5. oo aco poo emer ouwoucaebeauovec 3 
ENG 102 (Crrsncenene Gee (Cow eOSMMIOMTIN 25 ono so coo cn dcounsbunnce 3 
HIS 102 BNE CLV LN ZAION LA were ane aaah ou eat hs lees tees ees 3 
MAT 102 College Math II or 
MAT 112 ECollereeLrigonOmetey gear meren . <i art ia ee 5 
INERDURM | SSIES ISMAOGHMWS 5. s.enacndcoccoponcoassuae 4 
Rhysicalgl ducations erate ooo: cece eae eae 1 
19 
SPRING QUARTER 
ENG 103 GramimatecceCOMpOSsitione Lise... sob eee). ma ek 2s oe 3 
HIS 102 Wiorlde@iyaliza tion. aeaeeae eee ie eer cee nee es 3 
MAT 103 College Math III or 
MAT 113 Analytic Geometry and 
EA CULUS ae ret es MRO tee os es avon nanan pep acer ene Pa ckees ofa 5 
NaturalesciencesBlective..... seminars oe ee ner 4 
Fl CCtLiV ec %.: Re, VER hares aaa Pe eR OS, ES renee te ot 3 
Physicals BOUCationt-« « . occ. ene ate ee 1 
19 
SOPHOMORE YEAR 
Course No. Course Title 
FALL QUARTER 
ENG 201 Englishtliterature. lis. same ate occ cate ean ena, 3 
Pox 201 GeneralePsychologye weer «0 on ee ao lo wee 3 
PHI 201 IntromtoxPhilosoph Varese ole era ce teen 3 
PoliticaliS Clenc eeepc ere etc Serer ns ee ees ee 
Eléctivemhey eee. ois eos eee ci nate a eee: 3 
EE WL ECV. a Meee eT eee oe a ee 5 
Physicalshducation® stews aut = ai: sh ny UnNe eaite acter 1 
16 


* One planning to teach mathematics or natural science in high school should 
take College Algebra and Trigonometry, Analytical Geometry and Calculus. 
Physics should be taken during the sophomore year. Majors in other fields 
should concentrate in their disciplinary areas. 


** Blectives should relate to teaching field, where possible. 
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Qtr. Hrs. 
WINTER QUARTER 


ENG 202 Eneglishe Literature:l io ae a eee er ee 3 
SPH 101 Fund..ofiS pecch ieee age ee eee en. a ee 3 
ECO 200 EConomics: Gere re ee ee ee ee 3 
ART 101 Intro.ctotA ri eer ce ae Cee tenes ee en Cras ree 3 
Social Science Hlech.255) 72008. te oe eee 2 
** Mléectives« isu Oc. Sis ies RIE cca ae ee 3 
Physical (education gg ang otc lana Sie i eee il 
19 

SPRING QUARTER 
ENG 203 English hiterature sl | leaeeenrse: esr aer reece ne: eaten 3 
GEO 201 Physical Geogra pny tas aaa oe oe eae eee 4 
EDU 201 Principlesiof Hducatlonsen ane ere ee eee 3 
pocialiScience Hlectiver seen). .ie ie len nee 3 
B® Bl eetivel me it ae ts eee) a eee isles ace ca ee 3 
Physical Mdtieation. 2... es sca ct eee een 1 
Wy 





TECHNICAL CURRICULA 


The two-year technical curricular program is designed to 
prepare enrollees for technician-level occupations. More emphasis 
is given to theory than in vocational courses. Also, roughly one- 
half of the course requirements are in general education and the 
sciences underlying the particular occupational area. 


BUSINESS ADMINISTRATION (T 18) 


Purpose of Curriculum 


In North Carolina the opportunities in business are increasing. 
With the increasing population and industrial development in 
this State, business has become more competitive and automated. 
Better opportunities in business will be filled by students with 
specialized education beyond the high school level. The Business 
Administration Curriculum is designed to prepare the student 
for employment in one of many occupations common to business. 
Training is aimed at preparing the student in many phases of 
administrative work that might be encountered in the average 
business. 

The specific objectives of the Business Administration Cur- 
riculum are to develop the following competencies: 


1. Understanding of the principles of organization and manage- 
ment in business operations. 


2. Understanding our economy through study and analysis 
of the role of production and marketing. 


Job Description 


The graduate of the Business Administration Curriculum may 
enter a variety of career opportunities from beginning sales 
person or office clerk to manager trainee. The duties and 
responsibilities of this graduate vary in different firms. These 
encompassments might include: making up and filing reports, 
tabulating and posting data in various books, sending out bills, 
checking calculations, adjusting complaints, operating various 
office machines, and assisting managers in supervising. Positions 
are potentially available in business: advertising, banking, credit, 
finance, retailing, wholesaling, hotel, tourist, and travel industry, 
insurance, transportation, and communications. 
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BUSINESS ADMINISTRATION 
CURRICULUM BY QUARTERS 


Hours Per Week 


FIRST QUARTER 


GUI 101 
T-ENG 101 
BUS 102 
MAT 110 
BUS 101 
ECO 102 


SECOND QUARTER 


T-ENG 102 
T-BUS 120 
ECO 104 
BUS 115 
BUS 123 


THIRD QUARTER 


T-ENG 103 
BUS 124 
T-BUS 110 
T-BUS 121 
BUS 116 


FOURTH QUARTER 


T-ENG 204 
T-BUS 232 
T-EDP 104 


T-BUS 239 


FIFTH QUARTER 


T-ENG 206 
T-BUS 243 
BUS 235 


SIXTH QUARTER 


T-BUS 229 
T-BUS 247 
T-BUS 272 
T-BUS 271 
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Course Title Class 
Introduction tosHducationu. sa... 4eo: il 
Grammar Wes eee a ee ere 3 
Ty pew ritin o aeses ee eee 2 
Business Mathematics ............. 5 
Introduction to Business :.......... 5 
Keconomics ween eee eee 3 
19 
Gomposition ese > saree eee eee eee 3 
A CCOUN CIN OUEFL sige 3 chen ee ee ene 5 
Hconomicst. Been ree eee 3 
BuUSINCSS Soa Wie tee ae eee 3) 
Businessshinancer. 25-2 eee eee 3 
1 
ESC DOT.CR VEGI Oar rte ene ee 3 
Business? Minancems ese eerie 3 
OfficesMachines mye rete eee ee 2 
ACCOUNTING Gea racine eae eter 5 
Business¥lawiee aoe cree ee 3 
19 
Oral Communica clonmer ini ieee 3 
Sales Development ................. 3 
Introduction to Data 
PrOcCeSsIn gy OVS CCMete ia tae nen 3 
Marketing ®, der iacteris ree case eee 5 
Hle@etivematre cas ee ae Oe 3 
iY 
Business Communication ........... 3 
‘AdVertising le ee ea eas ee eee 3 
Business Management ............. 3 
Social Science Hlective ............. 3 
lective eye ee a ae 3 
15 
PAX CS frees oe ee Ot eee 3 
Businesseinsurancemr tain ine 3 
Principles of Supervision ........... 3 
Offices Managem enitaerenate ener 3 
social Science) Hlectives,..) seo ee 3 
Fileetiv 6.5 te ec ena, cet Pn ae 3 
18 


Total Quarter Hours in Courses 


Electives (Min.) 


Quarter 

Hours 

Lab Credit 
0 1 
0 3 
3 3 
0 5 
0 5 
0 3 
"tar RENO 
0 3 
2 6 
0 3 
0 3 
0 3 
Eerie 
0 3 
0 3 
2 3 
2 6 
0 3 
PR oe 
0 3 
0 3 
2 4 
0 5 
0 3 
eet: 
0 3 
2 4 
0 3 
0 3 
0 3 
bQeR NTE 
We 4 
0 3 
0 3 
0 3 
0 3 
0 3 
2 «19 

94 

15 

Total 109 


DRAFTING AND DESIGN—MECHANICAL (T 43) 


Purpose of Curriculum 


This curriculum was prepared for the purpose of outlining a 
training program for students of mechanical drafting and design 
technology. There are certain identifiable duties which are com- 
mon to all technicians of this general classification and which 
comprise the basic areas of technical knowledge they need. This 
curriculum has been designed for training persons in the accepted 
performance of these basic duties that will be assigned, and to 
enable the individual student to become proficient in a short time 
after he becomes employed in the industry. 

Courses in general education have been included to give a 
student the assurance and understanding that come with edu- 
cation upon a broad base. The technician associates with many 
levels of thought and expression—administrative personnel, sci- 
entists, engineers, skilled workmen. He must be able to com- 
municate effectively with all levels. Courses containing essential 
information from related subject areas, such as mathematics, 
physics, and mechanics have been included in order to provide 
the student a better academic base for his training. Emphasis 
is placed upon ability to think and plan. He must also be able 
to draw. His introduction to industry will begin on the drawing 
board; therefore, he must be able to perform well there. 


Job Description 


Mechanical drafting and design technicians are concerned with 
the preparation of drawings for design proposals, for experi- 
mental models and items for production use. 

These technicians perform many aspects of drafting in a 
specialized field, such as the developing of the drawing of a 
section, sub-assembly or major component. Investigating design 
factors and availability of material and equipment, production 
methods and facilities are frequent assignments. They assist in 
the design of units and controls from specifications by utilizing 
drawings of existing units and reports on functional performance. 
They may draw components in industrial fields based on engi- 
neers’ original design concepts or specific ideas. Also, they may 
be assigned as coordinators for the execution of related work 
of other design, production, tooling, material and planning groups. 
Technicians with experience in this classification may often super- 
vise the preparation of working drawings. 

The technicians are employed in many types of manufacturing, 
fabrication, research development and service industries. Sub- 
stantial numbers also are employed in communications, trans- 
portation, public utilities, consulting engineering firms, and fed- 
eral, state, and local governments. 


65 


DRAFTING & DESIGN—MECHANICAL 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 Introduction to Education .......... 1 0 1 
T-ENG 101 Grammar ne et ne ecm ee 3 0 3 
T-MAT 101 MechnicaléMathematicsiemraaee eee tee 5 0 5 
T-PHY 101 Physics: Properties of Matter ....... 3 2 4 
T-DFT 101 Technical Dratting.2 2) 2) aa 34 wae 2 6* 4 
T-MEC 101 Machine’Processes*ao anne: eae 20 Abe poe 
14 14 19 
SECOND QUARTER 
T-ENG 102 Composition] Biante eee leis oes 3 0 3 
T-MAT 102 Technical Mathematics ............. 5 0 5 
T-PHY 102 Physics: Work, Energy, Power ..... =o 2 4 
T-DFT 102 TechnicalaD raftin oe eee eee 2 6* 4 
T-MEC 102 MachinesProcessesineratiare peo eee 0 6* 2 
13 14 18 
THIRD QUARTER 
T-ENG 103 ReEpPortaw.Lilin Cee ee eee eee 3 3 0 
T-MAT 1038 ‘Technical Mathematics’ =... 2s) 5 0 3D 
T-PHY 103 Phvsicss Hlectricityaasee ae aoe tae 3 2 4 
T-PHY 106 Applied: Mechanics sett aia 5 0 5 
T-DFT 103 Rechnmicale Oath ih oa eee 2 Gn 4 
1S nobhes aaeeeul 
FOURTH QUARTER 
T-ENG 204 OralG@ommunicatlonge a eerie 3 0 3 
=) E201 ERechnical era hut ora een eee ae 2 6 4 
T-DFT 204 Descriptive Geometry .............. 2 4 4 
T-MEC 205 pirengthotsMaterialsi en eee ae 3 2 4 
T-MEC 210 Physical Meta li: o- veer aerae 3 Se 4 
ee nt a 
FIFTH QUARTER 
Social Science Elective ............. 3 0 3 
T-DFT 205 Desion Drattineyae ae eee 2 6* 4 
T-DFT 211 MechanisinSietgss) sae eae B 2 4 
T-MEC 211 Physicale Metallurey cesses et eee 3 3* 4 
Elective 2t sae Ok, Bae ee 3 0 3 
Eg aga har as 


< ‘‘Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 
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SIXTH QUARTER 


social Science Elective ............. 3 0 3 
T-DFT 206 IOxsepievay ID peebnenayee Il ska hows eA oe bee 2 6* 4 
T-MEC 2385 Hydraulics & Pneumatics : 2.8.44.) - 3 3 4 
HE CTIVCR a ne Gir e at arn rk en io 0 3 
I CCUIV ee els ona oe gee tiger he eae 3 0 3 
ee OE, 

Total Quarter Hours in Courses Oi 

Minimum Electives Hee 

Total Le 


* “Manipulative laboratory” involves development of skills and job pro- 
ficiency. Credit of one quarter hour for each three hours of laboratory. 


ELECTRONIC DATA PROCESSING (T-22) 


Purpose of Curriculum 


The ability to process large quantities of information at high 
speed is a necessary prerequisite for modern technical achieve- 
ments. Electronic and electromechanical systems, illustrated by 
the digital computer, are the most important tools for infor- 
mation processing, and they perform many commercial and scien- 
tific tasks too complex or too lengthy to be accomplished by 
manual operations alone. 

Electronic data processing is that science dedicated to the 
solution of human problems by automatic means. These problems 
assume a wide variety, and computers are used for such en- 
deavors as the maintenance of business records, the solution of 
mathematical and engineering problems, the control of industrial 
processes and tools, and the evaluation of data and languages 
in such fields as social science, humanities, and linguistics. Com- 
puters even find a place in such aesthetic disciplines as art and 
religion, where they produce graphical displays and examine 
biblical texts. 

Many occupational specialities are needed to control a large 
computer system effectively. These include the positions of key 
punch operator, unit record machine operator and programmer, 
computer operator, computer programmer, systems analyst, engi- 
neer, and supervisor. The community college data processing 
curriculum is especially designed to prepare students for careers 
as computer operators and programmers for both commercial and 
scientific computer systems. In addition all students are given 
training in the operation and programming of unit record equip- 
ment, including key punch, sorter, reproducing punch, collator, 
and accounting machine. 
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Job Description 


The data processing specialist often is called upon to perform 
many varied tasks in a computer center. He is required frequently 
to operate and program both unit record machinery and the 
computer system. He may be a member of a programming team, 
whose responsibility is to prepare programs for computer solution 
through joint effort. He may be asked to transform the general 
requirements of accountants, business managers, engineers, and 
mathematicians into specific programs which can be efficiently 
executed by the computer. At intervals he may be required to 
update, revise, correct, and write programs as the needs of 
management dictate. 


DATA PROCESSING—BUSINESS 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 Introductions tosk.ducationee a) en. 1 0 1 
T-ENG 101 GLAM Mar te cp eee ese Me ae eer rae 3 0 3 
T-MAT 101 Technical Mathematics ............. 5 0 5 
T-EDP 100 Introductronsto: Com puLeksu eae 3 0 3 
T-EDP 101 RUG OT Re VWVAlasi One ee 2 2 3 
T-EDP 106 Compiler Langeuagel~..5........... 2%, 2 3 
16.) “iApepont? 
SECOND QUARTER 
T-ENG 102 GWOmpPoOsitlOns eee eee ae 3 0 3 
T-MAT 214 Statisticsy see Whe Ben see ee 5 0 5 
T-BUS 120 IACCOUN LIN Oe rete nA ween eae 5 2 6 
T-EDP 108 Assembler Language ............... 2 4 4 
15 6 nels 
THIRD QUARTER 
T-ENG 103 IRKeI OA WVTONGIS og om ch wo tose benct 3 0 3 
T-BUS 121 Accountinio ewer. prea rie einen 5 2 6 
T-EDP 202 Compiler Language II .............. 2 4 4 
BUS 101 Introductionmto: Businessa sia: 5 0 5 
{grees ie 
FOURTH QUARTER 
T-ENG 204 Oral Communication sma.c eee 3 0 3 
T-EDP 208 Programming Applications I ........ 2 4 4 
T-EDP 214 Computer Systems2lteeene ae We: 2 a 3 
BUS 225 Gost Accounting tees dee. cures eee 3 2 4 
T-EDP 210 Linear, Programming ee ue see 3 2 4 
L Somettait ela 2 
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FIFTH QUARTER 


T-EDP 209 Programming Applications II ....... 2; 4 4 
T-EDP 215 Computensoystense lle wee ee 2, 2 3 
T-EDP 219 Systems and Procedures ............ 3 0 3 
Social Science Elective ............. 3 0 3 
I LeCthVietecd Homies teat en as es ee a 0 3 
13 6 16 

SIXTH QUARTER 
T-EDP 217 Datagerocessimombro)] ech manner ae ae 1 8 5 
T-BUS 255 Interpreting Accounting Records .... 3 0 3 
Social Science Elective ............. 3 0 3 
BUSINeSSHHecthvem pment een ee 3 0 3 
ILECTINGRES Sean tees fac, Sui o eas Mibsake 3 0 3 
{ooeees Mee ry 

Total Quarter Hours in Courses 90 


Electives 15 
Total 105 


LIBRARY TECHNICAL ASSISTANT PROGRAM (T-80) 


Purpose of Curriculum 


There is a growing need for men and women to assist Li- 
brarians by assuming the many technical and clerical responsi- 
bilities essential to the operation of the modern library. The 
Library Technical Assistant is a library worker who has gradu- 
ated from a program in Library Technology, usually established 
in a two-year institution such as a junior college or community 
college, with a degree of Associate of Arts with a defined major 
in courses in Library Technology. He is capable of work in sup- 
port of professional librarians. Under their supervision, he can 
be expected to have sufficient knowledge and skills to peform 
the assigned or routine duties in the library, and in some cases 
to be capable of supervision of untrained library clerk personnel. 

The Library Technical Assistant program is designed to pre- 
pare persons for employment in various types of libraries—public 
school, hospital, government, and industry. The curriculum pro- 
vides a background of general education and basic library skills 
to prepare interested students to enter library work above the 
minimum clerk status. It also introduces a variety of library 
experience into which a trained person may enter, suiting abili- 
ties to the particular job. The library courses would be helpful 
as background for students desiring to enter the professional 
library field and the business courses could provide a good back- 
ground for further business training. Thus, the graduate of the 
Library Technical Assistant program may enter a variety of 
career opportunities. 
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Job Description—Library—Media Technical Assistant 


DEFINITION. Library technical assistant duties are based on 
skills required by the library clerk, but, in addition, a proficiency 
developed in one or more functional areas or in certain limited 
phases of library service is required. Library technical assistants 
will generally follow established procedures which have been 
developed by librarians. They work under the supervision of a 
librarian and may supervise and direct library clerks or clerical 
staff. In a closely coordinated library system, a library technical 
assistant may be responsible for a service unit. 

In this category, there may be personnel with additional quali- 
fications such as college credits or some courses in library service 
whose educational background qualifies them for more inde- 
pendent responsibility for limited aspects of library services. 


LIBRARY TECHNICAL ASSISTANT 


CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 Introduction toslhiducation sates: 1 0 1 
T-ENG 101 GrammMatged. erence wl ee eee 3 0 3 
MAT 110 BusinessmViathema tics mene aan 5 0 5 
BUS 102 PY PCWLI tL O peed: ae See ee 2 3 3 
Tee TB sO Introduction to Libraries and 
Inftornmations Centers 1. ian 3 2 4 
SKIS IDISOGRA eis Ono hood uo 4 is Oa Ne 3 0 3 
1 ek ho yal 
SECOND QUARTER 
T-ENG 102 Compositions eat eee eee ee ae 3 O° 8 
BUS 103 LEV PeWrIti ne Oeel Jee Seer 2 3 3 
T-BUS 120 A CeounTINg + ee eee 5 i 6 
T-LIB 102 Iinbnarys Processes: aera wena tee 8 2 4 
Sciences lectiveme, aan |. eee eee 3 0 3 
16 imal 
THIRD QUARTER 
T-ENG 103 Report: Writing cer ei tere ae ae Oe 3 0 3 
BUS 104 EM Dg eXEN NAVIES ones y pho ole Eis hie 6 a oe 2 3 3 
T-BUS 110 Otiices Machines sn a eta ee 2 2 3 
T-LIB 103 Library Media Resources ........... 3 0 3 
T-HUM 101 Humanitiesete) 9es9 itt eee 4 0 4 
T-BUS 134 Personal Development ............ 3 0 3 
imresinn wig 


* Advanced placement given based on level of achievement. 
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FOURTH QUARTER 


T-ENG 204 Oral Communicarlonuarn |e erie 3 0 2 
T-EDP 104 Introduction to Data Processing ..... 3 2, 4 
T-LIB 201 Laprary Processes! | (011, fo hae 3 2 4 
T-HUM 102 Eman ties: 2 ace See ee eats oe 4 0 4 
TG CTIV Gir eal etn era Ria Ps te. 3 0 3 
16h et eis 

FIFTH QUARTER 
T-LIB 202 Library Media Procedures .......... 3 0 3 
T-BUS 214 PYACTICUIN MEE te eect Oe Set es Pace O 6 3 
T-HUM 103 ACTIN ATG ESae mye tacts ad ols aa snes ee 4 0 4 
T-LIB 203 IDMOvee Aye NEARAVGINGS oben oonont ooo ano. ce 0 6 3 
ELE CULV. Cae ceR PERC ccs Walon hina iuccee ree 3 0 3 
isa a8) wal 7 

SIXTH QUARTER 
AUD 101 Equipment and Materials ........... 2 2 3 
T-LIB 204 AE ACUICHIN okra eye Met 8 eek See 0 6 3 
POL 203 Governmentems c+. pms ons Aten ee 3 0 3 
iil 8 5 

Total Quarter Hours in Course 93 


Electives 13 


Total 106 


FURNITURE PRODUCTION ASSISTANT (T 75) 
(Degree Program) 


Purpose of Curriculum 


The curriculum guide was prepared in cooperation with CCC 
and the area Furniture Committee. The purposes of this program 
are to develop the following competencies: 


die 
2. 


oO. 
4. 


5. 
6. 


Better performance of the student on the job. 

Train for a specific production or staff job in local Furni- 
ture Industry. 

Train for jobs in production operations. 

Knowledge of supervisory responsibilities as they apply to 
production requirements. 

Knowledge in specific elements of technical operations. 
Understanding the principles of organization and _ pro- 
duction operation of the furniture industry. 


Job Description 


The graduate of this program may serve in many areas of the 
local furniture industry. These areas would include: Assistant 
to Plant Manager, Methods Improvement, Quality Control In- 


rat 


spector, Cost Estimators, Product Engineer Trainee, Production 
Control Trainee, Material Control Supervisor, Department Super- 
visor, Production Scheduling and Control, Material Testing, Em- 
ployee Trainer, and Industry Safety. 


FURNITURE PRODUCTION ASSISTANT 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 Introduction to Education .......... i 0 i 
T-ENG 101 Gramniarte ane Gee eee o 0 3 
MAT 110 Businessmlathematicsumi sa an 5 0 5 
T-FUR 104 Characteristics Of Wooden tense 2 0 2 
T-DFT 101 Drafting, Soest dee ec ea eee 2 6 4 
T-FUR 108 Broduction Hquipment ls 4 0 4 
T-FUR 105 Gluéstieo3 ae le ee ee il 0 1 
ioe ™ v6 20 
SECOND QUARTER 
T-ENG 102 COMPOSITION: (a sois okay es ae ean 3 0 3 
T-FUR 109 Production Equipment II .......... a4 0 4 
T-FUR 102 Construction & BillingI........... wal 3 2 
T-DFT 102 Drathinow ee ko De ee Sie, 6 4 
PSY 206 Appliedi sy, chiol0 ovine a atte 3 0 3 
eer rr wake 
THIRD QUARTER 
T-ENG 103 Reporte WLitin ee ea ee eee ee 3 0 3 
T-EUR, 103 Conmemane mein ws Iulia NE ow pone on boo 1 S 2 
BUS 101 IMtrodictionmecoy business mei TaaninEa 5 0 & 
T-FUR 106 Abrasive Material & Method ........ 2 2 3 
SD EneOs, Drafting Sie Teese ae ee eee: 2 2 6 4 
13 time ot 
FOURTH QUARTER 
T-ENG 204 OraleCommunicavio neta 3 0 3 
T-ISC 201 Industrial Organization & 
Manaivements saunas cece eance ere 3 0 3 
ISRUSS By Principal of Supervision. ..i....0¢.% 3 0 3 
T-BUS 111 Collecting & Reporting Info. ........ 2 Dj 3 
T-FUR 107 Finishing Method & Material ....... 2 2 3 
T-FUR 112 Routing, Scheduling & Process ...... 2 ye 3 
fin 6 18 
FIFTH QUARTER 
Socralascience) Hlectivieuas ane cei 3 0 3 
T=ISC€ 103 Productionm COontro lamer eee Tn ne 1 33 2 
T-BUS 285 Cost Records & Estimates .........- 2 0 2 
T-ISC 102 Industrial: Safetyo.4 ee eee 3 0 3 
T-ISC 203 Motions tud.yaeeen ere ee eee eet ae 2 2 4 
HleCtivesis: SO Oe tec 2 Mee eee eee we a 3 0 3 
15 B sieht? 


T2 


SIXTH QUARTER 


SocialgsciencesMiectiverss ete eee 3 0 3 

T-ISC 207 Foremanship Supervision ........... g 0 3 
T-ECO 102 ECONOMICS foe fi cree ee er ea 3 0 B 
T-ISC 202 Quality: Controleaeren. s.r ae 3 0 3 
T-ISC 204 Wa litews tial ye taro Wie Reeen irs eee aet 3 0 3 
ECC EIVEY ee emer en he Cran re eee dae 3 0 3 

1 OG 

Total Quarter Hours in Course 94 


Electives 12 


Total 106 


RECREATIONAL THERAPY TECHNOLOGY (T 83) 


Purpose of Curriculum 


In recent years much national, state, and local attention has 
been focused on the lack of recreation services offered our ill 
and disabled citizens. With this increased emphasis, community 
and institutional recreation agencies and others are developing 
new and creative programs for the handicapped which require 
trained recreation leaders at all levels. 

This curriculum is designed to provide recreational therapy 
technicians to work with the handicapped on the leadership or 
activity level. Major emphasis of the curriculum is placed on 
developing specific activity skills in arts and crafts, sports and 
games, music, drama, dance, and social recreation. The cur- 
riculum also provides courses which develop the students’ under- 
standing of the limitations and abilities of the handicapped as 
well as the techniques and skills in the adaptation of recreation 
activities. Student placement in various settings (hospitals for 
mentally ill, mentally retarded, alcoholic etc., community recre- 
ation programs) is also an integral part of the program. 


Job Description 


The graduate of the Recreational Therapy Technology Cur- 
riculum may enter a variety of careers in the field of recreation. 
In most situations the technician will work under the supervision 
of a professional recreator. 

The majority of job opportunities for the recreational therapy 
technicians is available in the state institutions for the handi- 
capped (mentally retarded, mentally ill, alcoholics, and cor- 
rectional centers, etc.) but more and more community recreation 
departments and volunteer agencies are beginning to employ 
persons to work in recreation with the handicapped. The tech- 
nician would also possess the skills and background knowledge 
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to work as an activity director in sports activities, arts and 
crafts and others, or to supervise and conduct programs for 
various recreation facilities in public, private, commercial, 
industrial, and institutional settings. The qualifications for 
different agencies vary, but most all recreation agencies offer 
positions at the technical level. 


RECREATIONAL THERAPY TECHNOLOGY 


CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 Introduction to Education .......... 1 0 il 
T-ENG 101 Gramniansd eet eee eo ee La 3 0 3 
REC 101 Introduction to Recreation Services .. 3 0 3 
REC 102 Introduction to the Ill & Handicaped . 3 0 3 
T-REC 108 Medical Terminology & Basic 
And Lom yauetes om Be hase och 3 0 3 
AUD 101 Equipment and Materials............ 2 B 3) 
TER EE 110 Kecreational Arts & Crafts.......... il 4 3 
atk EE Sa 
SECOND QUARTER 
T-ENG 102 Composition ga e ee 3 0 3 
REC 121 SocraleRecrea cio nueer satay ena ee S 0 S 
REC 103 Adaptive Phy. Fd. & Rec. Act. ...... a 0 3 
T-REC 104 Rehabilitations leant a ene 3 0 3 
REC 109 Wirst-Aidvandssafetye.... aueeei.. Loerie 3 0 3 
T-MUS 101 ecreationala Nisa en ae eee ee 1 4 2 
ieeull Fas gens 
THIRD QUARTER 
T-ENG 103 ReportswWriting e.ceth ven eee. 3 0 3 
REC 105 Recreational Areas & Facilities 
ander oonamn i) ania Oe eee 3 0 3 
REC 106 Resident & Day Camp Adm. ........ 3 0 “ R 
REC 107 Team Sports & Games In Rec. ....... 1 4 3 
SOC 201 IntrowtoerD0ciol 0G Vain es ee ee 3 0 3 
T-REC 207 PYACLICIIIN siete ok pa eee oleae a 0 6 2 
13) tet Once” gat 
FOURTH QUARTER 
T-ENG 204 Orali@ommunicationsemenee eee. 3 0 3} 
REC 201 Recreation Administration ....... bie Wgare> 0 3} 
SSC 205 AIMericanelnSticu LlOnSiee een en ae 3 0 3 
T-REC 206 Recreational sD ranean =e eee 1 4 3 
MUS 201 Folk, Square & Social Dance ........ 1 4 3 
T-REC 208 Bracticuniae o5.44 oe ee ee eee 0 6 Ps 
Urs el Lar, 
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FIFTH QUARTER 


Social Science Elective ............. 3 0 3 
REC 202 Recreational Leadership ............ 3 0 3 
PSYe210 Human Growth & Development ..... 3 0 8 
T-BUS 272 Effective Supervisory Practices ..... 3 0 3 
REC 204 Individual Sports & Games ......... 1 4 3 
T-REC 209 RrActiCuiniee eee ce eee 0 9 3 
TRE ene 
SIXTH QUARTER 

Social Science Elective ............. 3 0 3 
REC 203 Water-Related Sports & Activities... 1 4 3 
REC 205 Nature & Outdoor Recreation ....... 3 0 3 
T-REC 210 Br ACUICUINiaimetne... «3 Rae ieee et Se 0 15 5 
7 aio ls 

Total Quarter Hours in Courses el 

Electives 6 

Tetalietos 


SECRETARIAL SCIENCE 


(Medical and Executive) 
(T 32) (T 30) 


Purpose of Curriculum 


The demand for better qualified secretaries in our ever- 
expanding business, industry, government, and_ professional 
world is becoming more acute. The purpose of these curricula is 
to outline a training program that will provide training in the 
accepted procedures required by the business, industrial and 
professional areas and to enable persons to become proficient 
soon after employment in their particular field. 

Each of the above listed curricula is designed to offer the 
students the necessary secretarial skills in typing, dictation, 
transcription, and terminology for employment in the particular 
area of work. The special training in secretarial subjects is 
supplemented by related courses in mathematics, accounting, 
business law, and personality development. Courses designated 
by an asterick (*) will be oriented to the major area such as 
medical or executive. 


Job Description 


The graduates of these programs should have a knowledge 
of the terminology peculiar to the major area, skill in dictation 
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and accurate transcription of all correspondence, memoranda, 
and reports. The graduate may be employed as a stenographer 
or secretary in a variety of offices in businesses such as insurance 
companies, banks, marketing, institutions, financial firms, 
doctors’ offices, medical and health institutions, and government 
agencies. 


SECRETARIAL SCIENCE 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 Introductions tos ducanonmernr aie 1 0 1 
T-ENG 101 Grammar 28 eee ee ee 3 0 3 
BUS 102 aaa Dig OPEN SA ON MUONS. one cucuthakedmnito F Hibeo tno bow 2 3 3 
MAT 110 Business Mathematics ............. 5 0 5 
BUS 101 ‘Introduction to Business 12-19. 5) 0 5 
BUS 106 aed Kaya AseehaYole & re Ae at, te See ee 2 " 3 
18 6 20 
SECOND QUARTER 
T-ENG 102 COMPOSITION a aa eee 3 0 3 
BUS 103 SVL VDEW? Iti Seater eae eee eee 2 3 3 
BUS 107 a Snorthand aussneee es ee eee 2 3 3 
T-BUS 120 ATCCOUNTINE Aa eR en ee 5 2 6 
BuUSPLI15 Businesses awa ee ee eee 3 0 3 
(5, ee ees 
THIRD QUARTER 
TPN GaLOS ek cet ReDOrGW Pil New 6 eee rt ok areas 3 0 3 
BUS 104 5 DV GWEC Smee eee crea oe fee eee 2 3 3 
BUS 108 eS HOrtnand Sea eee eee ene eee 2, 3 Ss 
T-BUS 110 Offices Machin estan ein eee 2 2 3 
T-BUS 1384 Personal Development ............. 3 0 3 
ik es Meets 
FOURTH QUARTER 
T-ENG 204 OraleCommunicat] On sae eee 3 0 3 
*T-BUS 206E Dictation and Transcription 
(Executive) Gere. Vee ere ee 3 2 4 
*T-BUS 206M Dictation and Transcription 
(Medical) Pees ree aneaeaet eee 3 2 4 
BUS 205 Advanced Typewriting ............. 2 3 3 
T-BUS 211 OfticesiViachinessers see teen ee 2 z 3 
T-EDP 104 Introduction to Data Processing 
DVSLEMSigteee putas eee 3 2 4 
*T-BUS 183M Terminology and Vocabulary 
(Medical) tte beet ch re ee 3 0 3 
Klectives(Mxecutive) = 7.2 9s eee. 3 0 3 
Executive 16 9 20 
Medical 16 9 20 


* These courses will be oriented to the major area, Medical or Executive. 
** Advanced placement given based on level of achievement. 
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FIFTH QUARTER 


T-ENG 206 
*T-BUS 207E 


*T-BUS 207M 


T-BUS 214 
T-BUS 219 


*T-BUS 284M 


Business Communications ....... 


Dictation and Transcription 


GHXeCULIV.G) Beem sr tas Se 


Dictation and Transcription 


(Viedical) Renta eee 
Secretarial Procedures .......... 


Credit Procedures and Problems 


GUXECUtiVe) Meer ee toe ee 


Terminology and Vocabulary 


(\Vledi caliente es eee 
Social Science Elective .......... 


Executive 
Medical 


SIXTH QUARTER 


*T-BUS 208E 
*T-BUS 208M 


T-BUS 271 
T-BUS 247 


* These courses will be oriented to the major area, Medical or Executive. 


Dictation and Transcription 


GEXECULIVe) Bye reins oh ane 


Dictation and Transcription 


@Wiedical) gama On rece ee 
Office Management ............. 
Easinessmlisubancesen rien dei 
Social Science Elective .......... 
Seti. Commerce aera ey ate oe 


Executive 
Medical 


Total Quarter Hours in Courses 
Electives (Min.) 
Total 


15 
15 


Medical 
100 
9 


109 


GENERAL CLERICAL PROGRAM 


(ONE YEAR DIPLOMA PROGRAM) 


0 3 
2, 4 
2 4 
2 4 
0 3 
0 3 
0 3 
a0) OG 
2, ie 
2 4 
7 4 
0 S 
0 3 
0 & 
0 3 
2 16 
2 16 
Executive 

97 

LD 
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This program includes instruction and practice in all primary 
skills and abilities necessary for a wide variety of office occupa- 
tions. A diploma is awarded for satisfactory completion of the 
courses. Further study is possible, full or part time, for earning 
an associate degree. 


Course No. 


Course Title 


FALL QUARTER 


GUI 101 
ENG 101 
BUS 101 
BUS 102 
BUS 106 


Orientavionee teeter Tee 
Enelish Vereen ate cee ree ee 
Introsto: BuSaeeccsr eer ener 
Ty pewritin ga eee ee cro eeeeaee 
BusinesssMatihneeee fee eee eee 


Class 


ee 0 


Hours Per Week 


Quarter 

Hours 

Lab Credit 
0 1 
0 3 
0 5 
3 3! 
0 5 
3.4 


tt 


Quarter 
Hours Per Week Hours 


Course Title Class Lab Credit 
WINTER QUARTER 
T-ENG 206 Buss Communications renee 3 0 3 
JEL WSs Business Liaw pean oe ey a ee S 0 3 
BUS 103 * Tu pewrl tin Sy ee ee oe 2; 3 3 
T=BWsSe2 14 Seeretarial Procedures ee aoe ee 3 2 4 
HIGCEIVeT IS 0 aunuclinn ae ene 3 0-2 one 


SPRING QUARTER 





TEB WISE 110 OfficesMachin es =n ashen 2 2 3 
BUS 104 AMA ONIDIE! oom ce oonn Doe Fo ema 2 5 3 
APSIBAUNS TBvA Personal Deva eee ee eae 3 0 3 
Electives). : hasta aeie Sot Rie ene 6 0-4 6-8 
oe 5-9 115-17 
SUMMER QUARTER 
Course No. Course Title 
T-BUS 266 Record ekceepine seri ennT ein rare 3 0 3 
BUS 205 ESE WL CATs Smee ee ney ee 2 3 3 
Kléctiv est See eae oe een en es 3 0 3 
TBUS 201 Offices Machines ss aa eee 2, 2 3 
T-ENG 204 Oralg@ommiunicarlonses ei ae 3 0 3 
13) 95: 
Recommended Electives: 
LESS INOS VEO Saver enel oop oaneso neu aavanomenbe 3 2 4 
T-EDP 104 INntrowvonMataeeroCessin omen eis 3 2 4 
ECO 102 ICON OMICS) Gay ete ee eee ae 3 0 3 
ECO 108 Gonsumerm cOnomICS ae ene 3 0 3 
T-BUS#2iilae OfficesManagcementeayne 10. ni Tie: 3 0 3 
T-BUS 247 Businessm| nStiia 1 Cems tnt aan ae 3 0 3 
T-ISC 201 SS OCIOlOO Ve aaereR heer week ek ee ee eras 3 0 3 
MAT 110 Buse rath Peeters oe eee ee 5 0 5 
T-BUS 206 Dictecc? Hit anisteereee me Soe ay a ee 3 2 4 
PSY 206 An pliedilsy cholo cane ret i een ntate 3 0 3 


* Students who have completed one or more years of typing and shorthand in 
high school should see department chairman for proper placement. Place- 
ment in advanced courses requires departmental approval. 


Diploma Requirements: 60 credit hours with minimums of 60 words a 


HEN in typing and 100 words a minute in short- 
and. 
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VOCATIONAL CURRICULA 


One year diploma programs designed to prepare enrollees for 
trade level occupations. Much emphasis is given to the develop- 
ment of manipulative skills. 


AUTOMOTIVE MECHANICS (V 03) 


Purpose of Curriculum 


This Curriculum provides a training program for developing 
the basic knowledge and skills needed to inspect, diagnose, repair 
or adjust components of automotive vehicles. Manual skills are 
developed in practical shop work using components mounted on 
stands. Thorough understanding of the operating principles 
involved in the modern automobile comes in class assignments, 
discussion, and shop practice. Diagnosing and repair work is 
assigned on scheduled vehicles. 

Complexity in automotive vehicles increases each year because 
of scientific discovery and new engineering. These changes are 
reflected not only in passenger vehicles, but also in trucks and 
buses powered by a variety of internal combustion engines. This 
curriculum provides a basis for the student to compare and adapt 
to new techniques for servicing and repair as vehicles are changed 
year by year. 


Job Description 
Automobile mechanics diagnose, maintain, and repair me- 
chanical, electrical, and other component parts of passenger cars, 


trucks, and buses. In some communities and rural areas they also 
may repair body parts, service tractors, marine engines and other 
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types equipment. Mechanics inspect and test to determine the 
causes of faulty operation. They repair or replace defective parts 
to restore the vehicle or machine to proper operating condition. 
They use shop manuals and other technical publications to assist 
in analysis, disassembly and assembly of component parts. 

Automotive mechanics in smaller shops usually are general 
mechanics qualified to perform a variety of repair jobs. A large 
number of automobile mechanics specialize in particular types of 
repair work, such as repairing only electrical components, power 
steering, power brakes, or automatic transmissions. Usually, such 
specialists have had “all-round” training in general automotive 
repair. 


CURRICULUM BY QUARTERS 


Hours Per Week Quarter 
: Lab or Hours 
Course Title Class Shop Credit 
FIRST QUARTER 
GUI 101 IntroductionsvosWiducavions = are ent 1 0 1 
PME 1101 Internal Comb. Engines............. 3 12 if 
MAT 1101 Fundamentals of Mathematics ...... 3 0 3 
DT i100 Schematics and Diagrams .........- 0 3 1 
(Measurement, Tools and Engines) 
RIBS TL@aL INgoy MCE SONOS occa comecooeauues 3 2 4 
ENG 1101 Reading Improvement ............. 2 0 2 
ig ere 
SECOND QUARTER 
PME 1102 Hugines lect ands Hues sere 5 NS 10 
Systems 
DFT 1102 Schematics and Diagrams .......... il 3 2 
(Electrical and Fuel Systems) 
MAT 1120 Applied S Math? a> setae eet. arenes 3 Ona 7S 
ENG 1102 Communication Skilismeee 2. heen ae 5 3 
12 18 18 
THIRD QUARTER 
AUT 1128 Brakes, Chassis and Suspension ..... 3 Le, A 
AHR 1101 Automotive Air Conditioning ....... 2 2 4 
DFT 1103 Schematics and Diagrams .......... 0 2 1 
(Chassis and Braking Systems) 
BS Ye O1 Romana yelaicl Oli ae ee 3 0 3 
WLD 1129 BEI WVOUCHINE 5 occu ces do von asenee 2 3 5 
yee ak 
FOURTH QUARTER 
AUT 1124 Automotive Power Train Systems ... 3 12 7 
PNA als ATULOUMerVvICIne” |” here ee nen ene ee 3 g 6 
BUS 1103 Small Business Operations ......... 3 0 3 
oy ot ie 
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ADDITIONAL COURSES AVAILABLE 


FIFTH QUARTER 


PME 1202 ALOR meet) HlectroniCsmere rears 4 9 7 
PME 1203 Engine Tune-Up - Auto ............ 4 9 i 
ERCCU Cammmmmrmrte secre A, 2 EG es. abe Baws 1 3 2 
Al oa 
SIXTH QUARTER 

PME 1224 JNO, ANENVOINMENTIKE IMPRINS, . ocoeeos00bc6 3 12 a 

PME, 1221 Front Suspension, Alignment 
SVOUG! EXON AE TSAO Beg Gas 64560 6 oe 1 3 2 
PME 1226 Auto Servicing II or Elective ....... 2 9 5 
6 oe 


NOTE: A diploma may be awarded for the successful completion of a Four- 
Quarter Program. 


Co-op Summer Work (PME 1184) may be arranged for students who 
are pursuing the Six-Quarter Program. 


A diploma may be awarded for the successful completion of a Six- 
Quarter Program. 


COSMETOLOGY (V_ 09) 
Purpose of Curriculum 


Today the cosmetologist is called upon to advise men and 
women on problems of make-up, diet, and care of the hair, skin 
and hands, including the nails. Cosmetology has become a science 
consisting of the use of cosmetics based on scientific principles. 
The Cosmetology Curriculum is designed to prepare the student 
for employment in the field of cosmetology. The curriculum 
provides instruction and practice in manicuring, shampooing, 
permanent waving, facials, massages, scalp treatments, hair 
shaping, and styling. This curriculum is approved by the North 
Carolina State Board of Cosmetic Art Examiners. 

The first quarter of instruction consists of an introduction to 
Cosmetology including the fundamentals of ethics, history theory, 
and practice. The class activities include practical lessons, 
lectures, demonstrations, student practice on wefts and man- 
nequins. 

The second quarter of instruction places more emphasis on 
manipulative skills. The acquisition of correct habits and skills 
is stressed. Practical work is done almost exclusively on patrons 
and models. 
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The third quarter correlates theory with practice in the study 
of related subjects and developing more advanced artistic skills. 

In the fourth quarter the students are capable of doing work 
and are equipped for the state examination and outside work. 
Each student, prior to finishing an application to the Cosmetic 
Arts Board for examination, is given a test both theoretical and 
practical. 

For additional information pertaining to rules and regulations 
governing the Cosmetology program we refer you to Chapter 
354, Public Law 1943. This publication may be obtained by 
writing to North Carolina State Board of Cosmetic Art 
Examiners, Box 1108, Raleigh, North Carolina. 


Job Description 


A trained beautician is in constant demand. She can find 
employment in the many beauty shops found in every com- 
munity. A cosmetologist performs many functions in providing 
beauty services for customers. Some of the functions are mani- 
curing, shampooing, hair shaping, hair styling, hair coloring, 
finger waving, wig care, rinses, permanent waving, facials, scalp 
treatments, bleaching, and other services demanded of a beau- 
tician. 


COSMETOLOGY 


CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 Introduction tol Education) 4...) 1 0 1 
COS 1101 Introduction to Cosmetology ........ 3 1 4 
COS 1102 Diagnois, Prevention and 
Lreatment,ot. Disorders Tuc est. a0. o: 3 2 4 
COS 1105 Shampoo, Styling and 
shaping ‘Lechniques al Gaaceas ae a 2 11 6 
COS 1107 Chemistry, Hair Coloring 
and’ Permanent) W avingil (3. . Auld 2 6 4 
COS 118 Anatomy -l's.tjc we eee an Reet eee it 0 if 
12 20 ~~ 20 
SECOND QUARTER 
ENG 1102 COmivaniwvmcoeinesa SHUI ooo oo ean easen: 3 0 3 
COS 1103 Bacteriology, Sanitation, First Aid .. 2 il 2 
COS 1106 Shampoo, Styling and Shaping 
Pechniqdesi| LU Sitarie cate tc eee Dy il 6 
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COS 1108 Chemistry, Hair Coloring & 


Permanent Waving ll oer yo. see. 1 8 4 
COS 1119 (AN ALON Ys Leen eee tae hf eee 1 0 1 
COS 1110 MaAtICUrinig Way. ee wee Pelee Cae 1 2 2 
Fm) eoiBeay ng maha 
THIRD QUARTER 
BUS 1134 Personal Development ............. 3 0 3 
COS 1120 Hacials oi 5 ectehmaw: pi eee tebowrss: ics acek 1 3 2 
COS 1111 Pare L VAM eGo Wier O Ane: ts meres 1 38 2 
COS 1109 Chemistry, Hair Coloring & 
Permanente wWawino ll = eye er 3 14 8 
COS 1112 Haire Stylimor ca Shain 00: leas ani 1 2 2 


| 
| 


ie} 
bo 
bo 
= 
~] 


FOURTH QUARTER 





COS 1104 Diagnosis & Treatment of 
DIsOrderse lle peri stew ewes. Sars: 3 2 4 
COS 1113 Hair Styling & Shampooing II ...... 4 17 10 
BUS 1103 Small Business Operations ......... 3 0 3 
PS yeior AUNT ATO VeLAtIONS case nc oe ae 3 0 3 
a} 19 20 


DRAFTING—MECHANICAL (V 17) 


Purpose of Curriculum 


This curriculum is designed to prepare students to enter the 
field of mechanical drafting. The first two quarters contain 
courses basic to all fields of drafting. The third and fourth 
quarters contain specialization and related courses that prepare 
one to enter mechanical drafting occupations. 

Each course is prepared to enable an individual to advance 
rapidly in drafting proficiency upon entering the field of work. 
Courses are arranged in sequence to develop drafting skills and 
proficiency in mathematics and science. The draftsman associates 
with many levels of personnel—administrative, architects, engi- 
neers, skilled workmen—and must be able to communicate 
effectively with them. Courses to develop knowledge and skills 
in communication, human relations, economics and industrial 
organization are provided to assist the student in developing 
understanding and confidence in his relations with other persons. 


Job Description 


A draftsman prepares clear, complete, and accurate working 
plans and detail drawings, from rough or detailed sketches or 
notes for engineering or manufacturing purposes, according to 
the specified dimensions: makes final sketch of the proposed 
drawing, checking dimension of parts, materials to be used, the 
relation of one part to another, and the relation of the various 
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parts to the whole structure. Makes any adjustments or changes 
necessary or desired. Inks in lines and letters on pencil drawings 
as required. Exercises manual skill in the manipulation of tri- 
angle and other drafting tools. Lays tracing paper on drawing 
and traces drawing in pencil or ink. Makes charts for repre- 
sentation of statistical data. Makes finished designs from 
sketches. Utilizes knowledge of various machines, engineering 
practices, mathematics, building materials, and other physical 
sciences to complete the drawings 

A mechanical draftsman performs the general duties of a 
draftsman and also specializes in making rough freehand and 
mechanical drafting sketches of proposed mechanical devices, 
and the drawing of necessary details. Prepares accurate scale 
drawings of parts or machines from specifications. 


DRAFTING—MECHANICAL 
CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 Introduction ta; Hducation a. 1 0 i 
DET 21, Drafting? 22.53 ee ee eee 3 Ue it 
WLD 1129 Well rip" Coen emia is ein ate en ee ee i 3 3 
MEC 1113 ShopMRrocesscsie aan eee ee 2 3 3 
MAT 1101 Fundamentals of Mathematics ...... 3 0 3 
1th Sieret: Beri 
SECOND QUARTER 
D223 Drattingtasu aee erate Gea: aoe eee 3 8 6 
DEANS Descriptive Geometry .....:....0... 2 3 3 
MAT 1102 Algebra yuh. edt eyelet oes. 22 5 0 5 
MEC 1114 shop Processes a,b ans age ee 2, 3 3 
gl aKa Apphed Sciences nee ee, eee 3 2 4 
13 eee 1Comeee ol 
THIRD QUARTER 
Deal Mechanicall Drafting Sat be... ee 3 9 6 
MAT 1104 Lrigonomethy sities ere yo eee ee 3 0 3 
PEEY sbt02 AppliedsScienceteee ers. acc cee 3 2 4 
MEC 1123 Shop Procésses #ee eee. See ee ey, 2 3 3 
MEC 1115 Treatment of Ferrous Metals ........ Y 3 3 
139) Pi pio 
FOURTH QUARTER 
DETs 1132 Mechanical Drafting aaa eee 3 12 7 
ENG 1102 Communication Skills 22). (20454. 3 0 3 
MEC 1116 Treatment of Nonferrous Metals ..... 2 3 3 
MEC 1124 Shop: Proces Ses. pa. ues Mee ae 2 3 3 
Dns leennical. Wlustrationac:. oe were 3 0 3 
15 \ineslS elo 
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ELECTRICAL INSTALLATION AND 
MAINTENANCE (V 18) 


On the completion of the Electrical Installation and Mainte- 
nance Course, one would be prepared to enter into the electrical 
field as an assistant electrician in any of two general areas. 


1. Construction area: This would include new wiring, rewiring 
of residential, commercial, and industrial buildings. 


2. Maintenance area: This would include installation and 
maintenance of motors, motor controls and industrial 
electronics. 


He will have acquired a basic knowledge of the National 
Electrical Code—as to wiring design, wiring methods, materials 
and equipment for general uses. He will have developed a skill 
in using electrical prints, trouble-shooting, electrical controls and 
the repair of electrical and electronic equipment. He will have 
acquired a basic knowledge of business procedures and organi- 
zation. 

Within four to six years upon completion of this course and 
with dedication to one’s work, he will become a highly skilled 
electrician craftmen in his area. 


ELECTRICAL INSTALLATION AND MAINTENANCE 
CURRICULUM BY QUARTERS 


Quarter 
Course Title Class Lab Credit 

FIRST QUARTER 
T-GUI 101 Introduction to Education .......... 1 0 1 
ELC 1112 Direct and Alternating Current ..... 4 12 8 
ENG 1101 Reading Improvement .............. 2 0 Z 
MAT 1115 Electricale Wathen neti oe 5 0 5 
Bove 01 ELUMAang el avlonsie ernie ater 3 0 3 
DFT 1110 Blueprint Reading: Building Trade. 0 3 1 

te als 
SECOND QUARTER 
ELC 1113 Alternating and Direct Current 

Machines and Controls ........... 5 14 10 

ENG 1102 Communication oki Sse 3 0 3 
DFT 1113 Blueprint Reading: Electrical ....... 0 3 it 
BPH Y 1101 A ppliedss ClOnCelaerr aera eee ae 3 2 4 
THIRD QUARTER So ee 
ELC 1124 Residentia INWitin ene ene eee 5 9 8 
ELC 1125 Commercial and Industrial Wiring ... 2 9 D 
EE Ye 11102 Applied: Science iyo. ca..0 see 3 2 4 

ah 
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FOURTH QUARTER 


ELN 1118 Industrial Electronic Fundamentals . 4 8 7 
ELN 1119 Industrial Electronic Controls ....... 4 11 8 
BUS 1108 Small Business Operations ......... 3 0 3 

ia. 19 18 


FURNITURE PRODUCTION ASSISTANT (V 40) 
(Diploma Program) 


This curriculum was developed by the Furniture Industry 
Advisory Committee and this Institute with the primary purpose 
of better performance on the job. This would include people who 
have Furniture Production jobs, but want to improve them- 
selves, and people without jobs who want to become qualified to 
obtain one. 

Graduates of this cirruculum will be awarded an appropriate 
diploma and may transfer credit into the degree program if they 
desire to do so. They may serve the industry as machine 
operations checker, stock control man, expediter, sub-foreman, 
drafting, liaison man, production control clerk, section or group 
leader, supervisory trainee, project man, sample man, and bill 
out man. 


FURNITURE PRODUCTION ASSISTANT 


CURRICULUM BY QUARTERS 


Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 Introduction to Education ©......... 1 0 it 
T-DFT 101 Technical Drafting™. 4. ssl 2 5 4 
T-FUR 104 Characteristics of Woods ........... 2 0 2, 
T-FUR 108 Productlony ld (Ul pnNe Tite uli inn ae 4 0 4 
T-PSY 206 Applied Psyecholory-... 3.) ae tee 3 0 3 
BUS 111 Correcting and Reporting 
Information sae ane eee ee 2 2 o 
14 7 Ne 
SECOND QUARTER 
T-DFT 102 ‘Téchnieal Dratting 76 . See sees © 2 6 4 
T-FUR 102 Consiuctionrand. Bill nn ole il 3 2 
T-FUR 109 Production’ Equipment Ili. .04..05: 4 0 4 
T-FUR 106 Abrasive Material and Methods ..... y, % 3 
epee okie ie 
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ples Per lta: patsy 
THIRD QUARTER ass ab Credit 


REMORSE 2 Routing Scheduling and Processing .. 2 2 3 
T-FUR 103 Construction and Billing II ......... 1 3 2 
T-ISC 203 NEOTIOTIE S CUG Veet eee ere eee 3 2 4 
T-DFT 103 hechini ca le reat tino sae eee Zz, 5 4 
Gey ee a 
FOURTH QUARTER 
T-ISC 202 GualitvaControlee a. ae ee eee 3 0 3 
T-FUR 107 Himishing Methods (hk esjiaews ti aes ewe 2 2 3 
T-ISC 1038 POduUctlonm@ Onicrola, anlar eae il 3 2 
T-BUS 285 Cost Records and Estimation ....... 2 0 2 
T=BUS) L111 Collecting and Reporting Information 2 2 3 
T-ISC. 207 Supervisory Responsibilities ........ 0 3 
eo Lam, ve ans 


PRACTICAL NURSING EDUCATION (V 38) 


Purpose of Curriculum 


The accelerated growth of population in North Carolina and 
rapid advancement in medical technology demand an increased 
number of well-trained personnel for health services. Realizing 
this need, the State Department of Community Colleges, in 
conjunction with local hospitals, administers programs of 
practical nurse education in local school systems, community 
colleges and technical institutes throughout the state. 

The aim of the Practical Nurse Education Program is to 
make available to qualified persons the opportunity to prepare 
for participation in care of patients of all ages, in various states 
of dependency, and with a variety of illness conditions. 

Students are selected on the basis of demonstrated aptitude 
for nursing as determined by pre-entrance tests, interviews with 
faculty members, high school record, character references, and 
reports of medical and dental examinations. 

Throughout the one-year program, the student is expected to 
grow continuously in acquisition of knowledge and understand- 
ings related to nursing, the biological sciences, the social sciences, 
and in skills related to nursing practice, communications, inter- 
personal relations, and use of good judgment. Evaluation of stu- 
dent performance consists of tests on all phases of course content, 
evaluation of clinical performance, and evaluation of adjust- 
ment to the responsibilities of nursing. A passing score is 
required on all graded work, plus demonstrated progress in 
application of nursing skills to actual patient care. 


Job Description 


Graduates of accredited programs of practical nurse education 
are eligible to take the licensing examination given by the North 
Carolina Board of Nursing. This examination is given three 
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times each year, usually in April, June, and October. A passing 
score entitles the individual to receive a license, and to use a 
legal title “Licensed Practical Nurse.” The license must be 
renewed every two years. 

The LPN is prepared to function in a variety of situations: 
hospitals of all types, nursing homes, clinics, doctors’ and 
dentists’ offices, and, in some localities, public health facilities. 
In all situations, the LPN functions under supervision of a 
registered nurse and/or licensed physician. This supervision 
may be minimal in situations where the patient’s condition is 
stable and not complex; or it may consist. of continuous direction 
in situation requiring the knowledge and skills of the registered 
nurse or physician. In the latter situation, the LPN may function 
in an assisting role in order to avoid assuming responsibility 
beyond that for which the one-year program can prepare the 
individual. 

Job requirements for the Licensed Practical Nurse include 
suitable personal characteristics, ability to adapt knowledge and 
understandings of nursing principles to a variety of situations, 
technical skills for performance of bedside nursing, appreciation 
for differences of people and for the worth of every individual, 
a desire to serve and help others, and readiness to conform to 
the requirements of nursing ethics and hospital policies. 


THE BANNER ELK PROGRAM OF 
PRACTICAL NURSE EDUCATION 


Caldwell Community College operates an additional Practical 
Nurse Education Program at Banner Elk, North Carolina. The 
clinical practice for this program is held in the Charles A. 
Cannon Jr. Memorial Hospital, Banner Elk, North Carolina. The 
nursing students are provided free meals, rooms (Female stu- 
dents only), and health services by the hospital. Classes are held 
in the nurses’ dormitory located on the Lees McRae College 
campus. The course of study is exactly as stated below. 


PRACTICAL NURSING 
CURRICULUM BY QUARTERS 


Quarter 

Hours Per Week Hours 

Course Title Class Lab Credit 

FIRST QUARTER 

T-GUI 101 Introduction to Education .......... it 0 1 
PSY 1101 Jatoba JRXYSIEYENKOAS 5.555005 6ndocnocpe 3 0 3 
NUR 1101 BaSiCeS Glen Cem ee ee eee 4 6 
BUS 1134 Personal Development .......:+4..5 3 0 3 
NUR* 1102 Introduction to Patient Care ........ 6 6 8 
MAT 1101N Matheniaticsiees. Sse. ern eee ee 3 0 3 
oy ' -10 , 2d 


gg | 21 


Quarter 
Hours Per Week Hours 
SECOND QUARTER Class Lab Credit 


NUR 1103 Medical-Surgical Nursing I ......... 4 0 4 
NUR 1104 Hospital) @arevorbavients >=. eee 0 24 8 
NUR 1109 Maternal calntanteGarcus. nee 4 0 4 
INGOT, THUG Care of Infants & Children .......... 4 0 4 
12 24 ~~ 20 
THIRD QUARTER 
NUR 1105 Medical-Surgical Nursing II ........ 9 0 9 
NUR 1106 Hospital Carerotelea tients: ns aa ana 0 24 8 
INTE Te Dreeyee ANGINA SITPRO. os SS ace Bb os ede 3 0 3 
FOURTH QUARTER 12 24 20 
NUR 1107 Medical-Surgical Nursing III ....... 12 0 12 
NUR 1108 Hospital. Care of Patients* Apaseuere * 0 24 8 
12 24 20 


* This may be one or combination of clinical experiences in Obstetrical, 
Pediatric, or Medical-Surgical Nursing. 


OPERATING ROOM ASSISTANT (V73) 
CURRICULUM BY QUARTERS 





: ee. Hours Per Week pee 
Course Title Classe Latmmocdit 
FIRST QUARTER 
SUR 1101 Principles of Operating Room 
Rechnigues seer Tae tn eee 9 6 1, 
SUR 1102 ANTMENKOTONY Biarel IP SKONGPEAY oo wy on 6 Oe 6 4 8 
LOS MM@RO MONG ey, coododaaadesdagaenene 4 it 5 
1) alal 25 
SECOND QUARTER 
SUR 1104 Sureica lee rocedun es meen nets 10 0 10 
SUR 1105 Clinieaker PachiCes Mas Aa. ak: earn oe 0 20 10 
10 20 20 


TEXTILE PRODUCTION (V 47) 


Purpose of Curriculum 


This program in Textile Production is designed to provide 
training for individuals employed or who are seeking employ- 
ment in the textile industry. It is designed to provide the indi- 
vidual with the basic knowledge and skills necessary to enter 
into or to advance into the more responsible positions requiring 
leadership ability and a thorough knowledge of textile oper- 
ations. Courses are included in this program to provide the 
individual with an understanding of the manufacturing process 
from the raw product to finished material. Courses such as 
Textile Fiber, Yarn Manufacturing, Weaving, Knitting, Fabric 
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Design and Analysis, and Textile Testing are designed with 
laboratories to provide experiences in the practical as well as 
the theoretical aspects of the industry. The program concludes 
with courses in Industrial Organizations, Supervisory Responsi- 
bility, Cost Records and Cost Estimates, Production Control, and 
Work Measurement to provide the individual with the back- 
ground and knowledge for advancement into supervisory re- 
sponsibilities. 

The textile industry is North Carolina’s leading employer. Its 
demand for trained personnel in the production phase has greatly 
increased over the past few years. Many job opportunities are 
available in responsible jobs in production and textile testing for 
the graduate of this program. 


TEXTILE PRODUCTION 
CURRICULUM BY QUARTERS 


Part Time 
Quarter 
Hours Per Week Hours 
Course Title Class Lab _ Credit 
FIRST QUARTER 
GUI 101 Introduction to Education .......... 1 0 il 
MAT 1101 Fundamentals of Mathematics ...... 3 0 3 
TEX 1104 Textilecmiberse..7o. 4 ana eee ee DO, 2 3 
ioe, 2 en 
SECOND QUARTER 
TEX 1101 Warne Viamutaccuisin ou ae ee 3 3 4 
ISC 1001 pdndustrial: Safetyiv cat ree ee ee 3 0 3 
ENG 1101 Reading Improvement ..0-00%.....7. 2 0 ee 
sly SS ueramig 
THIRD QUARTER 
ENG 1102 COommMuUMICAtI ONES 1c See wee eee 3 0 3 
TEX 1108 Yarne Manu tacctcih ct ee eee 5 6 7 
8 6 10 
FOURTH QUARTER 
TEX 1110 Kittin 9 sc Rest SA eee ee ON 3 3 4 
1A ia Ba Coos Wa Fi Applied: Science.) ar a ee 3 % 4 
Gicaf 252 al x 
FIFTH QUARTER 
TEX 1106 Weav ings ewe A Sai ee? ee z 3 3 
PELY. 1102 Applied Science. ghee a ee 3 2 4 
5 Mirtegt2 “ay 
SIXTH QUARTER 
TEX 1120 Fabric Design and Analysis ......... 3 3 4 
BS Yano Human’ Relationse, = eee ee 3 0 3 
BUS 1105 Industrial Organization ............ 3 0 3 
6 8 — 
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Quarter 
Hours Per Week Hours 





Class Lab Credit 
SEVENTH QUARTER 
AMOR Tass Textile; lestinge Meese ee foe ee 3 3 4 
[SGaaiElo Rroduetione Control mane ete 3 2 4 

ey Pali: 
EIGHTH QUARTER 
fSsCeii23 Werke \leasu tem ecrivmene eam an nen 3 2 4 
ISC 1125 Supervisory Responsibility ......... 3 0 3 
KS Gat? Cost Records and Cost Estimates .... 3 0 3 

9 2 10 


MACHINIST (V 32) 


Purpose of Curriculum 


This curriculum was prepared to meet a definite need for 
training of machinists. Surveys show that many existing indus- 
tries lack time and facilities for training enough machinists to 
meet present and future needs. Expanding industries located in 
our State and new industries invariably express the need for 
skilled craftsmen who have the background, knowledge, and 
potential to advance. 

This program will give students the opportunity to acquire 
skills and related information necessary to gain employment in 
the machine shop industry. 


Job Description 


The Machine Shop is the backbone of our present economy and 
requires a special skilled worker to perform the complex oper- 
ations involved. The machinist is the skilled worker who shapes 
metal parts by using machine tools and proper total shop 
practice. His training and work experience enables him to plan 
and carry through the operations needed in turning out a ma- 
chined product. A machinist is able to select the proper tools, 
materials, and methods required for each job and to plan the 
cutting and finishing operations called for on the blueprint or 
written instructions. He is able to make most standard shop 
computations related to tooling, feeds, speeds, and dimensions of 
the work. He is able to use precision measuring instruments such 
as micrometers, vernier calipers, vernier height gages, and indi- 
cators to maintain accuracies of his work to, sometimes, within 
thousandths of an inch. 

The skilled worker must be able to set up and operate most 
types of machine tools such as drill presses, lathes, milling 
machines, boring machines, and grinders. In addition to most 
“standard” machines, he also spends time setting up and 
operating some more productive machines such as numerical 
tape controlled machines, turret lathes and automatic screw 
machines. He also becomes familiar with the composition of 
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metals so as to be able to select, heat treat and quench parts to 
improve their mechanical properties. 

His wide knowledge enables him to turn a piece of metal into 
an intricate, precise final product. 


MACHINE SHOP 
CURRICULUM BY QUARTERS 





Quarter 
Hours Per Week Hours 
Course Title Class Lab Credit 
FIRST QUARTER 
GUI 101 ious, tioy IDChOWAMOIN 2.2. 5 ccc cena couace 1 0 il 
ME Caen Shop Processes aa hae ee ree 4 12 8 
MAT 1101 ands o tye Vila la eee 3 0 3 
DEAT O4 Bilwer Brints ead io aes ene mere 0 3 1 
WLD 1129 Wielding Sens Rhee Sent. etre irae. ae 2 3 3 
6 2 7 
SECOND QUARTER 
MEC 1102 Shop VrOCESSeSeaee ee etter enema 2 15 8 
DELO s Blueprint Reading & Sketching ..... 0 3 1 
MAT 1102 Alecbvan. S05: Geter eee eee 5 0 5 
ENG 1102 Comins SKallisiteeuseea ies ee eee ee oe 3 0 3 
Tie * je ane 
THIRD QUARTER 
MEC 1103 SMO IEWCESGSIES: oo ove bsannvdoassoeve 3 iS} 8 
MAT 1104 Ri taexoy aKe)aakelG any ® coMtegtoties & oolbeempe es Soke 3 0 3 
MEC 1115 ireatimenteo te HeLnOU Santana in ienene 2 3 3 
DFT 1106 Blueprint Reading & Sketching ..... 0 3 1 
. 8 21 15 
FOURTH QUARTER 
MEC 1104 Shop BroceSsess ice ane ee 3 2 7 
MEC 1116 Treatment of Non Ferrous Metals ... 2 3 3 
MAT 1123 WEA D, ee MEK MMIC. 5 cco arocooamocve 3 0 3 
MEC 1122 PT OUUGCIONE EL OCESSCSaI en ai EEn: 4 3 By 
fot Tow Bis 


UPHOLSTERING (V-82) 


Upholstering offers both men and women excellent employment 
opportunities in industry or operating their own business. It is 
among the most skilled and better paying occupations in the 
furniture industry. The primary emphasis in the following pro- 
grams is upon actual practical experience in the springing up, 
covering, trimming, cutting, and sewing phases of upholstery. 
Emphasis throughout is placed upon quality and the development 
of production speed. 
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UPHOLSTERY 
CURRICULUM BY QUARTERS 


i arter 
Course Title Hours Per Week Bees 
FIRST QUARTER Class Lab Credit 
One Bt dalla! Upholstery Materials and Methods I. 1 11 5 
SECOND QUARTER 
Weel allay Upholstery Materials and Methods II. 1 11 5 
THIRD QUARTER 
Weel alls Upholstery Materials and 
Methodsel i: Mier ts eaeeun. se. oreee: it il 5 
SEWING 
CURRICULUM BY QUARTERS 
Quarter 
Course Title Hours Per Week Hours 


i ‘redi 
FIRST QUARTER Class Lab Credit 


UPH 1114 WiholstervaSewine leew ee ae 1 11 5 
SECOND QUARTER 
WIetst alas Wipholstervasewinowl la jqn ce. ae 1 11 5 
CUTTING 
CURRICULUM BY QUARTERS 
Quarter 
Course Title Hours Per Week Hours 


Class [Lab Credit 
FIRST QUARTER * 


Wietal alilale Wipholistemys Guitin on leew n reer 1 11 5 
SECOND QUARTER 
WE Eat 17 Woltolstenva Cuttin. lien aera 1 11 5 


Note: A certificate will be awarded for the successful completion of each 
individual program. 
A diploma will be awarded for the successful completion of the seven 
quarter program. 


WELDING (V 50) 


Purpose of Curriculum 


The content of this curriculum is designed to give students 
sound understanding of the principles, methods, techniques and 
skills essential for successful employment in the welding field, 
and skills essential in metals industry. 


Job Description 


The principal duty of the welder who uses manual techniques 
is to control the fusion of metals by directing the heat from 


93 


either an electric arc or gas welding torch and to add filler metal 
where necessary to complete the joint. He should possess a great 
deal of manipulative skill with a knowledge of jigs, mathematics, 
basic metallurgy, and blueprint reading. 

A well-trained welder may find employment in many different 
industries. Shipbuilding, automotive, aircraft, guided missiles, 
railroad, tank construction, and pipe fitting industries are 
examples of manufacturing concerns which employ welders. 


WELDING 
CURRICULUM BY QUARTERS 
Quarter 
Hours Per Week Hours 
Course Title Class Lab _ Credit 
FIRST QUARTER 
T-GUI 101 Introduction to Education .......... il 0 il 
WLD 1120 Oxyacetylene Welding and Cutting .. 3 13 7 
MAT 1101 Hundamentalstot, Mathie eee: 3 0 3 
BS yeuaon Humanshelationswaects a eee 3 0 3 
ENG 1101 Readings improvement rset) ee 2 0 2 
DFT 1104 Blueprint Reading: Mechanical ..... 0 3 1 
12 16 iy; 
SECOND QUARTER 
WLD 1121 ATC EWElGINS sate, Cee ce ae 3 12 a 
MAT 1108 Geometry ee eee ce te ee 3 0 3 
DFT 1117 Blueprint Reading: Welding ........ 0 3 1 
ENG 1102 CommunicationyokilSe serene 3 0 3 
Jelste ILIOIL Applied eS Clencemaree cere ener oe 3 2 4 
fo) 7 eee 
THIRD QUARTER 
WLD 1123 Inert!Gass Weldin omar yee 1 3 2 
WLD 1124 Pipes Weldingont2.7 fone hee ee 3 12 7 
BEY S02 Applied ES clence samen ei eee 3 2 4 
DFT 1118 Pattern Development and Sketching . 0 3 1 
WED sin Mechanical Testing and Inspection .. 1 3 2 
Ps oierhos sea =16 
FOURTH QUARTER 
WLD 1122 Commercial and Industrial Practices . 3 9 6 
WLD 1125 Certifications eracticester eran 3 6 5 
MEC 1117 Strucwure of Metals 77,0 - ae 3 2 4 
BUS 1105 Industrial Organizationgs 4.4.12 935: 3 0 3 
[27 deeniS 
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Course Descriptions 


COURSE NUMBERING SYSTEM 


1—All Freshman Technical Courses are indicated by a three- 
letter prefix preceded by the letter ‘“T’’ and numbered between 
100 and 200. 


2—All Sophomore Technical Courses are indicated by a three- 
letter prefix preceded by the letter “T’’ and numbered between 
200 and 300. 


3—All Vocational Courses are indicated by a three-letter prefix 
and numbered between 1000 and 2000. 


4—All College Transfer Courses are indicated by a three-letter 
prefix and numbered between 100 and 300. 


5—AlIl preparatory courses are indicated by a 8 letter prefix and 
number below 100. 


Quarter 
Hours Per Week Hours 
Class Lab Credit 


ART 


ART 101 Art Appreciation 3 0 3 

An introduction to fundamental elements and principles of creative art 
expression emphasizing composition, design, shape, value, styles, and move- 
ments. Prerequisite: None. 


AUDIO-VISUAL EQUIPMENT AND MATERIALS 


T-AUD 101 Audio-Visual Equipment and Materials 2 2 3 

An introduction to the use and care of a variety of audio-visual aids, and 
to acquire a basic knowledge of graphics. Emphasis is on the operation and 
maintenance of equipment and upon the production of slides, displays, and 
transparencies. Prerequisite: None. 


AUTOMOTIVE 


PME 1101 Internal Combustion Engine 3 12 7 

Development of a thorough knowledge and ability in using, maintaining, 
and storing the various hand tools and measuring devices needed in engine 
repair work. Study of the construction and operation of components of internal 
combustion engines. Testing of engine performance; servicing and mainten- 
ance of pistons, valves, cams and camshafts, fuel and exhaust systems, cooling 
systems; proper lubrication; and methods of testing, diagnosing and repair- 
ing. Prerequisite: None. 
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PME 1102 Engine Electrical and Fuel Systems D 15 10 

A thorough study of the electrical and fuel systems of the automobile. 
Battery cranking mechanism, generator, ignition, accessories and wiring; 
fuel pumps, carburetors, and fuel injectors. Characteristics of fuels, types of 
fuel systems, special tools, and testing equipment for the fuel and electrical 
system. Prerequisite: PME 1101. 


PME 1103 Diesel Engine Servicing 2 3 3 

A study and practice in the servicing and repair of diesel engines and 
components. A study of fuels and special handling precautions, diesel engine 
principles, design, construction, reboring and installing of cyclinder sleeves, 
and the operation of auxiliary engine controls. Prerequisite: PME 1102 or 
work experience. 


PME 1105 Diesel Engine Fuel Systems 3 9 6 

Fuel analysis, air induction, fuel systems with emphasis on pumps and 
injectors—their calibration and adjustments, combustion and precombustion 
chambers and exhaust systems. Prerequisite: PME 1101 and PME 1102 or 
work experience. 


PME 1106 Advanced Diesel Engine Servicing 3 9 6 
This course provides experience in the procedures to be followed for starting 
an engine, controlling the speed and load, checking the engine temperatures 
and pressures, and synchronizing diesel-electric sets. Included in this course 
are dynamometer tests to determine the operating characteristics of an engine, 
such as horsepower, torque, fuel consumption, and mechanical and thermal 
efficiencies. Test equipment used includes planimeters, pyrometers, cylinder 
indicators, compression and vacuum gages, gas analyzers, gage testers, and 
manometers. Prerequisite: PME 1103, PME 1105 or work experience. 


PME 1121 Braking Systems (Truck) 2 3 

A complete study of various braking systems used on automobiles and light 
trucks. Emphasis is placed on how they operate, the proper adjustment and 
repair. Prerequisite: None. 


PME 1126 Small Engine Repair 2 3 3 

The small engine repair is offered to train people in the maintenance and 
overhaul of the two and four cycle engines. Enrollees are taught to repair 
and replace defective parts of the small engines used to power boats, lawn 
mowers, garden tractors, chain saws, rototillers, and similar machines. 
Instruction in safety is one of the major responsibilities of the course. Pre- 
requisite: PME 1101 or work experience. 


PME 1184 Co-op Summer Work (Min.) 0 15 5 

This is full-time or part-time pre-arranged on-the-job training. The student 
is placed in a garage to gain experience during the summer and by contract, 
verbal or written, returns to the institution for the fall term. He enrolls at the 
school and is supervised by his instructor. Prerequisite: Three or more 
quarters of instruction. 


PME 1202 Auto Electrical/Electronics 4 9 fp 
A thorough study of the theory and operation of various automobile 
electrical units and systems. Maintenance and testing procedures, diagnosis 
and repair of all types of electrical/electronic components, especially the 
transistor circuits, found on the modern automobile. Prerequisite: PME 1102. 


PME 1203 Automotive Engine Tune-Up 4 9 7 

This course is designed to provide depth in the understanding and use of 
various types of tune-up equipment. Emphasis is placed on gaining knowl- 
edge of the waveforms of the oscilloscope and other units on the Tune-Up 
Tester. Through proper use of tune-up equipment, the student is expected to 
demonstrate his ability to diagnose malfunctions in ignition systems, crank- 
ing motors and charging circuits. Prerequisite: PME 1102; DFT 1102. 
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Quarter 
Hours Per Week Hours 
Class Lab Credit 


PME 1214 Advanced Air Conditioning Repair 3 3 4 
In depth study of the principles of refrigeration; extensive practice in 
disassembly and the assembly of the component parts; diagnosis of mal- 
functioning; the proper methods of repair and handling of refrigerants in 
charging the various systems. Prerequisite: AHR 1101 or work experience. 


PME 1221 Front Suspension, Alignment and 
Power Steering 1 3 2 

Theory of operation, correct disassembly and mounting of all front 
suspension parts on various types of frames (car and light truck). A thorough 
understanding of the function and repair of steering gears (Power and 
standard), shock absorbers, springs, wheels and tires, pumps, rams, etc. is 
gained. Theory and application of steering geometry, correct diagnosis of 
problems and use of the alignment and balancing machines; analysis and 
correction of tire wearing problems, vibrations, hard steering, pulling, etc. 
is experienced. Prerequisite: AUT 1123. 


PME 1224 Advanced Automatic Transmissions 3 12 7 
This course is designed to provide a measure of depth in the understanding 
of automatic transmissions. Instruction includes classroom study, demon- 
strations, and student participation in disassembly, reassembly, and testing 
of selected transmissions. Special emphasis is placed on principles, function, 
construction, operation, servicing and “trouble-shooting” procedures and 
repair of various types of automatic transmissions. Prerequisite: PME 1124. 


PME 1225 Auto Engine Trouble Shooting 2 9 5 

In this course, the general principles of engine “trouble-shooting” including 
the electrical and fuel systems are gained. In addition, a study is made of 
the engine design and construction along with the four-stroke cycle and the 
two-stroke cycle principles of engine operation. The details of the engine 
lubrication, maintenance, and operation of cooling systems are stressed. 
Prerequisite: PME 1101 or work experience. 


PME 1226 Automobile Servicing II 2 9 5 

Emphasis is placed on “trouble-shooting” and repairing the various 
component systems on vehicles provided for general repairs. The student is 
given in depth experiences in diagnosis, testing, adjusting, repairing, and 
replacing components parts. Prerequisite: AUT 1125. 


PME 1227 Power Accessories 5 0 5 

This course is designed to acquaint the student with the operation, service, 
and repair of power operated seats, windows, tops, windshield wipers, radio 
antennas; etc. It should insure the development of the student’s ability to 
understand and trace out the circuits of the electrical accessories, to enhance 
his skill in diagnosing troubles and repairing damaged circuits. He will apply 
his knowledge in drawing and reading schematic diagrams of electrical 
circuits. Prerequisite: PME 1202 or work experience. 


AHR 1101 Automotive Air Conditioning 2 2 4 

General introduction to the principles of refrigeration; study of the 
assembly of the components and connections necessary in the mechanisms, 
the methods of operation, and control; proper handling of refrigerants in 
charging the system. Use of testing equipment in diagnosing trouble, 
conducting efficiency tests and general maintenance work. Prerequisite: 
Pryes101- 


AUT 1123 Brakes, Chassis and Suspension Systems 3 12 4 

A complete study of various braking systems employed on automobiles and 
light weight trucks. Emphasis is placed on how they operate, proper adjust- 
ment and repair. Also, the servicing of parking brakes is emphasized. 
Principles and functions of the components of automotive chassis. Practical 
job instruction in adjusting and repairing of suspension systems. Prerequisite: 
None. 
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Quarter 
Hours Per Week Hours 
Class Lab Credit 

AUT 1124 Automotive Power Train Systems 3 We ai 
Principles and functions of automotive power train systems: clutches, 
transmission gears, torque converters, drive shaft assemblies, rear axles and 
differentials. Identification of troubles, servicing, and repair. Prerequisite: 

AUT 1128. 


AUT 1125 Auto Servicing I 3 9 6 

Emphasis is on the shop procedures necessary in “trouble-shooting’”’ the 
various component systems of the automobile. “Trouble-shooting” of auto- 
motive systems, provides a full range of experiences in testing, adjusting, 
repairing and replacing components. A close simulation to an actual auto- 
motive shop situation will be maintained. Prerequisite: PME 1102, AUT 
1123, AHR 1101. 


BIOLOGY 


T-BIO 101 Biological Science 3 0 3 

A general outline of the fundamentals of biological science with special 
emphasis on those concepts and skills which pertain to the structure and 
function of living things. Prerequisite: None. 


BIO 101 General Biology 3 3 4 
An introduction to the biological concepts; a study of the chemical and 


physical of the living cell. Various animal groups are studied from the point 
of view of structure, function, and habitat. Prerequisite: None. i 


BIO 102 General Biology 3 3 4 

A continuation of BIO 101, including a study of various plant groups ap- 
proached from the point of view of structure, function, and habitat. Pre- 
requisite: BIO 101 or instructor approval. 


BIO 103 General Biology 3 3 4 
A continuation of the anatomy and physiology of the human body, genetics, 
and evolution. Prerequisite: BIO 102 or instructor approval. 


BIO 201 Botany I 


3 2 4 
The morphology, physiology, reproduction and ecological relationships of 
non-seed producing plants. Prerequisite: BIO 103. 


BIO 202 Botany II 


3 2h ae 
The morphology, physiology, reproduction and ecological relationships of 
seed producing plants. Prerequisite: BIO 103. 


BIO 206 Invertebrate Zoology 3 2 4 
A study of the structure, physiology, and taxonomy of the invertebrates. 
Prerequisite: Biology 103. 


BIO 207 Vertebrate Zoology 3) 2 
A systematic survey of the major groups of vertebrate animals. Prereq- 
_ uisite: BIO. 103. 


BUSINESS EDUCATION 


BUS 101 Introduction to Business 5 0 5 
A survey of the types of business organizations with emphasis on financing, 
marketing, business law, and internal control and management. 
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Quarter 
Hours Per Week Hours 
Class Lab Credit 


BUS 102 Typewriting 2 3 3 
Emphasis on the study of keyboard, the mechanics necessary for acquisition 
of typewriting skills, and development of speed and accuracy. 


BUS 103 Typewriting 2 3 3 

Emphasis on improvement of typewriting skills, manuscripts, business 
letters, tabulations, and increased speed and accuracy. Prerequisite: BUS 
102 or approval of instructor. 


BUS 104 Typewriting 2 3 

Emphasis on production typing, preparation of budgets, business letters, 
and various business and legal forms. Prerequisite: BUS 1038, or the equi- 
valent. 


BUS 106 Shorthand 2 3 3 
Principles of Gregg shorthand. Presentation of theory with extensive 
practice in reading and writing. 


BUS 107 Shorthand 2 3 3 

A review of fundamental principles, with additional emphasis on speed, 
accuracy, fluency, and vocabulary. Also an introduction to transcription. 
Prerequisite: BUS 106 or the equivalent. 


BUS 108 Shorthand 2 3 3 

Theory and speed building. Introduction to office style dictation. Emphasis 
on development of speed in dictation and accuracy in transcription. Pre- 
requisite: BUS 107. 


T-BUS 110 Office Machines 2 2, 3 

A general survey of the business and office machines. Students will receive 
training in techniques, processes, operation and application of the ten-key 
adding machines, full keyboard adding machines, and calculator. Prerequisite: 
None. 


T-BUS 111 Collecting and Reporting Information 2 2 3 

Designed to aid the student in the methods of collecting various types of 
data needed in the furniture industry for better cost estimates and analysis. 
Emphasis will be placed on accurate methods of collecting and presenting 
data in an effective method. Prerequisite: None. 


BUS 112 Personal Finance 3 0 3 
Covers personal and family finance, budgeting, saving, insurance, real 
estate, stock market and other investment media. 


BUS 115 Business Law 3 0 3 

A general course designed to acquaint the student with certain funda- 
mentals and principles of business law, including contracts, negotiable instru- 
ments, and agencies. Prerequisite: None. 


BUS 116 Business Law . 3 0 3 
Includes the study of laws pertaining to bailments, sales, risk-bearing, 

Bee ui or poration, mortgages, and property rights. Prerequisite: 
Wisma: 


BUS 120 Principles of Accounting 3 1 3 

Methods of modern accounting practice, theory of accounting as a manage- 
ment information system, study of the accounting cycle and presentation of 
financial statements, methods and practices applicable to formal organiza- 
tions. 


T-BUS 120 Accounting 5 2 6 

Principles, techniques, and tools of accounting, for understanding of the 
mechanics of accounting. Collecting, summarizing, analyzing, and reporting 
information about service and mercantile enterprises, to include practical 
application of the principles learned. Prerequisite: T-MAT 110 or T-MAT 
101. 
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Quarter 
Hours Per Week Hours 
Class Lab Credit 


BUS 121 Principles of Accounting 3 fie Sa 
Continuation of the study of accounting principles and practices, emphasis 
on managerial accounting tools for decision making. Prerequisite: BUS 120. 


T-BUS 121 Accounting 5 2 6 

Partnership and corporation accounting including a study of payrolls, 
federal and state taxes. Emphasis is placed on recording, summarizing, and 
interpreting data for management control rather than on bookkeeping skills. 
Accounting services are shown as they contribute to the recognition and 
solution of management problems. Prerequisite: T-BUS 120. 


BUS 122 Principles of Accounting 3 1 3 

A critical examination and analysis of accounting principles, determination 
of cost and income, valuation and statement presentation, current problems 
presented in accounting literature and business cases. Prerequisite: BUS 
121; 


BUS 123 Business Finance 3 0 3 

Financing of business units, as individuals, partnerships, corporations, and 
trusts. A detailed study is made of short-term, long-term, and consumer 
financing. Prerequisite: None. 


BUS 124 Business Finance 3 0 3 

Financing, federal, state, and local government and the ensuing effects 
upon the economy. Factors affecting supply of funds, monetary and credit 
policies. Prerequisite: BUS 128. 


T-BUS 134 Personal Development 3 0 3 
Designed to help the student recognize the importance of physical, intel- 

lectual, social, and emotional dimensions of personality. Emphasis is placed 

on poise, grooming, and method of personal development. Prerequisite: None. 


T-BUS 183M Terminology and Vocabulary 3 0 3 

To develop an understanding of the terminology and vocabulary ap- 
propriate to the course of study, as it is used in business, technical, and 
professional offices. Prerequisite: BUS 107. (T-BUS 183E—Elective for 
Executive Secretary) 


BUS 205 Advanced Typewriting 2 3 3 

Emphasis is placed on the development of individual production rates. The 
student learns the techniques needed in planning and in typing projects that 
closely approximate the work appropriate to the field of study. These projects 
include review of letter forms, methods of duplication, statistical tabulation, 
and the typing of reports, manuscripts and legal documents. Prerequisite: 
BUS 104. Speed requirement, 50 words per minute for five minutes. 


T-BUS 206E Dictation and Transcription 3 Ps. 4 

Develops the skill of taking dictation and of transcribing at the typewriter 
materials appropriate to the course of study, which includes a review of the 
theory and the dictation of familiar and unfamiliar material at varying rates 
of speed. Minimum dictation rate of 100 words per minute required for five 
minutes on new material. Prerequisite: BUS 108. 


T-BUS 206M Dictation and Transcription 3 2 4 
(Medical) (4) 
Develops the skills of taking dictation and transcribing materials ap- 
propriate to the course of study, which includes a review of the theory and 


the dictation of familiar and unfamiliar material at varying rates of speed. 
Prerequisite: BUS 108. 


T-BUS 207E Dictation and Transcription 3 2 4 

Covering materials appropriate to the course of study, the student develops 
the accuracy, speed, and vocabulary that will enable her to meet the steno- 
graphic requirements of business and professional offices. Minimum dictation 
rate of 110 words per minute required for five minutes on new material. 
Prerequisite: T-BUS 206E. 
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Quarter 
Hours Per Week Hours 
Class Lab Credit 


T-BUS 207M Dictation and Transcription 3 2 4 
(Medical) (4) 

Covering materials appropriate to the course of study, the student develops 
the accuracy, speed, and vocabulary that will enable her to meet the steno- 
graphic requirements of business, technical, and professional offices. Pre- 
requisite: T-BUS 206M. 


T-BUS 208E Dictation and Transcription 3 2 4 

Principally a speed building course, covering materials appropriate to the 
course of study, with emphasis on speed as well as accuracy. Minimum 
dictation rate of 120 words per minute required for five minutes on new 
materials. Prerequisite: T-BUS 207E. 


T-BUS 208M Dictation and Transcription 3 2 4 
(Medical) (4) 
Principally a speed-building course, covering materials appropriate to the 
course of study, with emphasis on neatness as well as accuracy. Prerequisite: 
T-BUS 207M. 


T-BUS 211 Office Machines z 2 3 

Instruction in the operation of the bookkeeping-accounting machines, 
duplicating equipment, and the dictating and transcribing machines. Pre- 
requisite: T-BUS 110. 


T-BUS 213 Office Practice 3 2 4 

Designed to acquaint the student with the responsibilities encountered in 
a general office. Emphasis on improving work habits and procedures, and 
developing skills and knowledge in the general clerical field. Prerequisite: 
None. 


T-BUS 214 Secretarial Procedures 3 2 4 

Designed to acquaint the student with the responsibilities encountered by 
a secretary during the work day. These include the following: receptionist 
duties, handling the mail, basic rules of filing, telephone techniques, travel 
information, telegrams, office records, purchasing of supplies, office organiza- 
tion, and insurance claims. Prequisite: None. 


T-BUS 215M Office Application 6 0 6 

During the sixth quarter only, students are assigned to work in a business, 
technical or professional office for six hours per week. The objective is to 
provide actual work experience for secretarial students and an opportunity 
for the practical application of the skills and knowledge previously learned, 
according to the course of study. Prerequisite: T-BUS 214, BUS 205, T-BUS 
208, T-BUS 211. 


T-BUS 215E Office Application 6 0 6 

During the sixth quarter only, students are assigned to work in a business, 
technical or professional office for six hours per week. The objective is to 
provide actual work experience for secretarial students and an opportunity 
for the practical application of the skills and knowledge previously learned, 
according to the course of study. Prerequisite: T-BUS 214, ‘BUS 205, 
T-BUS 208, T-BUS 211. 


BUS 217 Business Law ¥ 0 3 

A study of the powers, policies, methods, and procedures used by the 
various federal, state and local administrative agencies in promoting and 
regulating business enterprises. It includes a consideration of the consti- 
tutional and statutory limitations on these bodies and judicial review of 
administrative action. Prerequisite: BUS 116. 


T-BUS 219 Credit Procedures and Problems 3 0 3 

Principles and practices in the extension of credit: collection procedures; 
laws pertaining to credit extension and collection are included. Prerequisite: 
T-BUS 120. 
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Quarter 
Hours Per Week Hours 
Class Lab Credit 
T-BUS 225 Cost Accounting 3 D) 4 
A detailed study of systems of cost accounting including process, job 
orders and standard costs. Usefulness of data to management is stressed. 
Prerequisite: T-BUS 121. 


T-BUS 229 Taxes 3 2 4 

Application of federal and state taxes to various businesses and business 
conditions. A study of the following taxes: Income, payroll, intangible, capital 
gain, sales and use, excise, and inheritance. Prerequisite: T-BUS 121. 


T-BUS 232 Sales Development 3 0 3 

A study of retail, wholesale and specialty selling. Emphasis is plaeed upon 
mastering and applying the fundamentals of selling. Preparation for and 
execution of sales demonstrations required. Prerequisite: None. 


T-BUS 233 Personnel Management 3 0 3 

Principles of organization and management of personnel, procurement, 
placement, training, performance checking, supervision, renumeration, labor 
relations, fringe benefits and security. Prerequisite: None. 


T-BUS 235 Business Management 3 0 3S 

Principles of business management including overview of major functions 
of management, such as planning, staffing, controlling, directing and financ- 
ing. Clarification of the decision-making function versus the operating 
function. Role of management in business-qualifications and requirements. 
Prerequisite: None. 


T-BUS 237 Wholesaling 3 0 3 
The development of wholesaling; present day trends in the United States. 
A study of the functions of wholesaling. Prerequisite: None 


T-BUS 239 Marketing 5 0 5 

A general survey of the field of marketing, with a detailed study of the 
functions, policies, and institutions involved in the marketing process. Pre- 
requisite: None. 


T-BUS 241 Sales Promotion Management 3 0 3 

Telescope and activities of sales promotion with emphasis on the coordi- 
nation of advertising, display, special events, and publicity, external and 
internal methods of promoting business budgeting, planning, and implement- 
ing the plan. Prerequisites: T-BUS 2382, T-BUS 233. 


T-BUS 243 Advertising 3 2 4 

The role of advertising in a free economy and its place in the media of mass 
communications. A study of advertising appeals; product and market re- 
search; selection of media; means of testing effectiveness of advertising. 
Theory and practice of writing advertising copy for various media. Pre- 
requisite: None. 


T-BUS 245 Retailing 3 0 3 

A study of the role of retailing in the economy, including development of 
present retail structure, functions performed, principles governing effective 
operation and managerial problems resulting from current economic and 
social trends. Prerequisite: None. 


T-BUS 247 Business Insurance 3 0 3 
A presentation of the basic principles of risk insurance and _ their appli- 

oe A survey of the various types of insurance is included. Prerequisite: 
one. 


T-BUS 255 Interpreting Accounting Records 3 0 3 


_ Designed to aid the student in developing a “use understanding” of account- 
ing records, reports and financial statements. Interpretation, analysis, and 
utilization of accounting statements. Prerequisite: T-BUS 121. 
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Quarter 
Hours Per Week Hours 
Class Lab Credit 


T-BUS 266 Budget and Record Keeping 3 0 3 


The basic principles, methods, and procedures for preparation and operation 
of budgets. Special attention is given to the involvement of individual depart- 
ments and the role they play. Emphasis on the necessity for accurate record 
Keeping cy ea to evaluate the effectiveness of budget planning. Prerequisite: 


T-BUS 271 Office Management 3 0 3 


Presents the fundamental principles of office management. Emphasis on 
the role of office management including its functions, office automation, 


penning, controlling, organizing and actuating office problems. Prerequisite: 
one. 


T-BUS 272 Principles of Supervision 3 0 3 


Introduces the basic responsibilities and duties of the supervisor and his 
relationship to superiors, subordinates, and associates. Emphasis on securing 
an effective work force and the role of the supervisor. Methods of supervision 
are stressed. Prerequisite: None. 


T-BUS 284M Terminology and Vocabulary 3 0 3 
(Medical) (3) 
Greater emphasis on an understanding of the terminology and vocabulary 
appropriate to the course of study, as it is used in a professional office. Pre- 
requisite: T-BUS 183M. 


T-BUS 285 Cost Records and Estimates 2 0 2 

Cost estimation, equipment, materials and labor take off, overhead cost. 
The advantages and limitations of prorating items of cost will be considered. 
Prerequisite: MATH 110 or Consent of Advisor. 


BUS 1101 Cost Records and Cost Estimates 7 0 2 

Estimate of cost (materials, labor, overhead, etc.). Materials cost deals 
with price and grade, cost of delivery and storage, and percent utilization. 
Labor cost studies deal with such factors as time required, hourly rate, 
quantities produced, turnover and cost of training. Overhead costs are studied 
over specific periods of time with advantages and limitations of prorating 
overhead items of cost. Prerequisite: None. 


BUS 1103 Small Business Operations 3 0 3 

An introduction to the business world, problems of small business operation, 
basic business law, business forms and records, financial problems, ordering 
and inventorying, layout of equipment and offices, methods of improving 
business, and employer-employee relations. Prerequisite: None. 


BUS 1105 Industrial Organizations 3 0 3 

Methods, techniques, and practices of modern management in planning, 
organizing and controlling operations of a manufacturing concern. Intro- 
duction to the competitive system and the factors constituting product cost. 
Prerequisite: None. 


BUS 1111 Collecting & Reporting Information 2 3 

This course deals with the development of methods of collecting different 
types of data and information needed in the furniture industry for better 
production control, cost estimates, and cost analysis. Emphasis will be given 
to accurate collections of data and methods of presenting it neatly and 
effectively. Prerequisite: None. 


BUS 1134 Personal Development 3 0 3 

Designed to teach the student the importance of good personality, to 
develop the type of personality that will assist in job success. Emphasis is 
placed on the principles of grooming in the areas of dress, make-up, hygiene 
and health. Prerequisite: None. 
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CARPENTRY 


CAR 1101 Carpentry 3 15 8 

A brief history of carpentry and present trends of the construction industry. 
The course will involve operation, care, and safe use of carpenters hand tools 
and power tools in cutting, shaping and joining construction materials used 
by the carpenter. Major topics of study will include theoretical and practical 
applications involving materials and methods of construction; building layout; 
preparation of site; footings and foundation wall construction including form 
construction and erection. Prerequisite: None. 


CAR 1102 Carpentry: Millwork and Cabinetmaking 3 15 8 

Cabinet making and millwork as performed by the general carpenter for 
building construction. Use of shop tools and equipment will be emphasized in 
learning methods of construction of millwork and cabinetry. Practical appli- 
cations will include measuring, layout and construction of: base and wall 
cabinets, built-in desk, door and window- frames; stairs; and interior and 
exterior cornice and trim. Materials and finishes will also be studied. Pre- 
requisites: CAR 1101, CAR 1110. 


CAR 1103 Carpentry: Framing 3 15 8 
Instruction is given in the principles and practices of frame construction 
beginning with the foundation sills and including: floor joist; subfloor; wall 
studs; ceiling joist, rafters, bridging, bracing, sheathing, and interior wall 
partition. Roof construction includes the layout and construction methods of 
common types of roofs using standard rafter construction, truss construction, 
and post and beam construction. Application and selection of sheathing and 
roofing is included. Consideration is given to the coordination of carpentry 
work with installation of the mechanical equipment such as: electrical, air 
conditioning, heating, and plumbing. Prerequisites: Car 1101, DFT 1111. 


CAR 1104 Carpentry: Finishing 3 18 9 

Exterior and interior trim and finish carpentry will complete the general 
carpentry program. Included will be materials and methods used in finishing 
carpentry such as: exterior cornice, door and window trim; interior flooring, 
door and window facing, moldings, and cornice construction; installation of 
hardware, and installation of built-in equipment and cabinets. Prerequisites: 
CAR 1103, DFT 1111. 


CAR 1113 Carpentry: Estimating 3 3 4 

This is a practical course in quantity “takeoff’ from prints of jobs per- 
formed by the carpenter. Figuring the quantities of materials needed and 
costs of building various components and structures. Prerequisites: DFT 
DATES VATS ati : 


CAR 1114 Building Codes 3 0 3 
A study is made of building codes and the minimum requirements for local, 
county, and state construction regulations. This involves safety, sanitation, 
mechanical equipment and materials. Also, a review will be made of the 
minimum property requirements of the Federal Housing Administration and 
taal Carolina State Code. Prerequisite: CAR 1103. Co-requisite: CAR 


CHEMISTRY 


CHM 101 General Chemistry I 3 3 4 

Language of Chemistry; atomic theory and structure; non-metals and their 
compounds; gas laws; chemical changes; oxidation-reduction and acid base 
chemical equilibrium. Prerequisite: None. 
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Class Lab Credit 


CHM 102 General Chemistry II 3 S 4 

_ Continuation of CHM 111. Solution chemistry; metals and their compounds, 
including semimicro qualitative analysis; introduction to basic organic 
chemistry. Prerequisite: CHM 111. 


CHM 103 General Chemistry III 3 3 4 
Continuation of CHM 112. Coordination chemistry; electro-chemistry; 
kinetics; thermochemistry; chemical thermodynamics; nuclear chemistry. 
Prerequisite: CHM 112. 


CHM 201 Qualitative Analysis: 3 6 5 

A continuation of Chemistry 103. A study of selected elements and their 
compounds using a systematic scheme for the separation and identification 
of cations and anions and involving descriptive chemistry and chemical equi- 
librium. Prerequisite CHM 103. 


CHM 210 Organic Chemistry 3 3 4 

Basic facts, theory, techniques, and important applications of reactions of 
aliphatic and aromatic compounds and natural products. Properties, prepara- 
tions, separation, and identification of various types of organic compounds. 
Prerequisite: CHM 103. 


CHM 211 Organic Chemistry 3 3 4 
A continuation of CHM 210. Prerequisite: CHM 210. 


CHM 212 Organic Chemistry 3 3 4 
A continuation of CHM 211. Prerequisite: CHM 211. 


COSMETOLOGY 


COS 1101 Introduction to Cosmetology 3 1 4 
Designed to give the student a background for the profession and an under- 
standing of the laws and civic responsibilities involved. 


COS 1102 Diagnosis, Prevention and Treatment of 
Disorders I 3 2 4 
A study of bacteriology to prevent spread of disease, including instruction 
in sanitary measure and laws. A study of the techniques used in giving scalp 
treatments as well as the identification of skin, nail and hair disorders. 


COS 1103 Bacteriology, Sanitation and First Aid 2 1 

A further study of bacteriology and sanitation needed to prevent the spread 
of disease in shops. Emphasis is placed on safety and methods of rendering 
first aid. Instruction in health needs and habits of an individual is included. 


COS 1104 Diagnosis and Treatment of Disorders II 3 Bz 4 

A study of the principles, materials, supplies and applications used in 
giving scalp treatments including the cause and treatment of common skin 
and scalp disorders. 


COS 1105 Shampoo, Styling and Shaping Techniques I 2 ial 6 

This course includes the theory necessary to develop the skill of shampoo- 
ing, including study of hair, use of comb, fingers, and waving lotion to 
produce a wave. Skill in the use of scissors and razor for shaping the hair 
is developed. Fundamental principles of hair styling and wig care is intro- 
duced. 
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COS 1106 Shampoo, Styling, and Shaping 
Techniques IX 2 11 6 
This course includes practical training necessary to develop skill in 
shampooing with emphasis placed on application and various rinses. Different 
styles of finger waving, pin curling, and roller curl are studied and practiced. 
Various methods of cutting hair are introduced as to various hair 
styling and wig care. 


COS 1107 Chemistry, Hair Coloring & Permanent 
Waving I 2 6 4 
Designed to provide a foundation for the practical art of permanent waving 
including an introduction to the methods of permanent waving. Techniques 
and applications of hair tints and bleaches are introduced. Basic chemistry 
as it applies to the reaction of chemicals to certain textures of hair is 
included. 


COS 1108 Chemistry, Hair Coloring & Permanent 
Waving II 1 8 4 
Types of permanent waves, texture and elasticity of hair are included. 
The composition, merits and limitations of softeners and developers are 
introduced. Areas of chemistry pertaining to creams and lotions, facial 
preparation and hair preparations are studied. 


COS 1109 Chemistry, Hair Coloring & Permanent 
Waving III 3 14 8 
Various types of permanent waves are put into practice. Applications of 
hair tints and bleaches are applied to certain textures of hair. 


COS 1110 Manicuring 1 2 2 

The care of the hands and nails with emphasis on correct procedures, 
techniques, materials and equipment used in giving a manicure. Also 
attention devoted to developing an understanding of the relationship between 
customer and operator. 


COS 1111 Hair Styling and Wig Care it 3 
An extensive practice in the proper use of various curls, brushing and 
combing. 


COS 1112 Hairstyling and Shampooing I 1 2 2 
The student learns to design various hair styles which are agreeable with 
features of individuals. 


COS 1113 Hairstyling and Shampooing II 4 ity 10 

A continuation of hairstyling with emphasis on roller placement, .pin curl 
placement and directional waving for design. Also extensive practice on live 
models under shop conditions. 


COS 1118 Anatomy I 1 0 it 


The structure and function of bones, muscle, and nerves with emphasis 
upon their application to the field of cosmetology. 


COS 1119 Anatomy II 1 0 1 
A continuation of anatomy with emphasis placed on the structure and 


function of bones, muscle and nerves as needed to give massages of hands, 
arms, face, and scalp. 


COS 1120 Facials 1 3 2 

Designed to aid in the undertaking of the principles, techniques, purpose, 
application and benefits of facial massage and cosmetic use. The various types 
of facials appropriate for different types of skin studied. 
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DATA PROCESSING 


T-EDP 100 Introduction to Computer Concepts 3 0 3 

An introductory course in computers for the student who plans to pursue 
the degree in data processing as well as the student who desires a general 
non-technical knowledge of terminology and concepts. No previous knowledge 
or experience in data processing is required. Prerequisite: None. 


T-EDP 101 Functional Wiring Principles 2 2 

A study of unit record procedures and operating practices. Student labora- 
tory work emphasizes concepts of punched card data processing equipment. 
Prerequisite: None. 


T-EDP 104 _ Introduction to Data Processing 
System 3 2, 4 
Fundamental concepts and operational principles of data processing sys- 
tems, as an aid in developing a basic knowledge of computers, prerequisite 
to the detail study of particular computer problems. This course is a pre- 
requisite for all programming courses. Prerequisite: None. 


T-EDP 106 Compiler Language I Zi 2 3 
A fundamental course in FORTRAN or PL/1 programming. The FORTRAN 

or PL/1 language structure, statements, and programming methods and 

techniques are studied. The student will develop program logic and write 

ee or PL/1 programs for solving sample problems. Prerequisite: 
one. 


T-EDP 108 Assembly Language 2 4 4 

The study of symbolic computer languages with emphasis on a particular 
example of such a language. The student will develop program logic and 
write programs using assembly language to solve appropriate assigned 
problems. Prerequisite: None. 


T-EDP 202 Compiler Language II 2 4 4 
This course is designed to provide basic training in COBOL programming. 
The COBOL language structure, statements, and programming methods and 
techniques are studied. The student will develop program logic and write 
COBOL programs for solving sample problems. Prerequisite: T-EDP 106. 


T-EDP 204 Statistical Programming x 4 4 

A study of FORTRAN programming as applied to solution of statistical 
problems. The student will analyze statistical problems and develop the pro- 
grams and/or use library programs for computer solution. Prerequisite: 
MAT 110 or approval of Department. 


T-EDP 208 Programming Applications I 2 4 4 

This course is designed to provide the student with sufficient knowledge 
in computer methodology to permit the use of computers in business. Emphasis 
will center around the computer environment with an in-depth study of the 
integration of the computer within business and industry. Prerequisite: 
T-EDP 202. 


T-EDP 209 Programming Applications II 2 4 4 

This course emphasizes the preparation and utilization of operations-data 
used in a typical business; case problems involving systems established for 
collecting the data, and generating information for organizational units are 
studied. Audit trails enabling the tracing of transactions back to the original 
source or forward to the first report are analyzed. Simulated data is used to 
demonstrate programming techniques (using COBOL) required in processing 
management information. Statistical analysis programming using a scientific 
language (FORTRAN) is studied as an aid to business decision making. 
Prerequisite: T-EDP 208. 
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T-EDP 210 Linear Programming 3 2 4 
Mathematical models effective in management planning, scheduling and 
control are studied. The student investigates problems applicable to linear 
programming models, critical path, simulation, and queing theory. The 
computer will be used for problem solution using available library programs. 
Prerequisite: Approval of Department. 


T-EDP 214 Computer Systems I 2 2 

A study of computer systems involving such concepts of architecture and/ 
or programming as channels, interrupts, multiprogramming, job scheduling, 
file devices, and file organization. Prerequisite: T-EDP 202. 


T-EDP 215 Computer Systems II 2 2 3 

A study of computer systems involving such concepts of architecture and/or 
programming for operating systems, job control language, resident packs, 
teleprocessing, and programming language survey. 


T-EDP 217 Data Processing Project 1 8 
The student devotes a quarter to the solution of a practical case study with 
minimum supervision. Prerequisite: T-EDP 209, T-EDP 215. 


T-EDP 219 Systems and Procedures 3 0 3 

An introductory course in the principles of management systems applied to 
information data flows. Particular attention is given to forms flowcharting, 
forms analysis and design and systems analysis. Prerequisites: Approval of 
Department or T-EDP 100. 


T-EDP 220 Applied Business Systems 3 0 3! 

A continuation of management systems applied to information data-flow. 
Practical work in systems flow-charting and analysis is implemented. The 
conduction of feasibility studies, the preparation and maintenance of stand- 
ard practice, policies and organization manuals, and computer applications 
are stressed. Prerequisite: T-EDP 219. 


T-EDP 221 Computer Language Survey 2, 2 3 

A survey and comparison of various computer languages. Students will 
write and execute basic programs in several computer languages. Prerequisite: 
Approval of Department. 


T-EDP 222 User Programs 2 2 3 
A study of the documentation, applications, and use of various user- 
supplied programs. Prerequisite: Approval of Department. 


DRAFTING 


T-DFT 101 Technical Drafting 2 6 4 

The field of drafting is introduced as the student begins study of drawing 
principles and practices of print reading and describing objects in the graphic 
language. Basic skills and techniques of drafting included are: use of drafting 
equipment, lettering, freehand orthographic and pictorial sketching, geo- 
metric construction, orthographic instrument drawing of principal views, and 
standards and practices of dimensioning. The principles of isometric, oblique, 
and perspective are introduced. Prerequisite: None. 


T-DFT 102 Technical Drafting 2 6 4 
The application of orthographic projection principles to the more complex 
drafting problems, primary and secondary auxiliary views, simple and suc- 
cessive revolutions, and sections and conventions will be studied. Most im- 
portant is the introduction of the graphical analysis of space problems. 
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Problems of practical design elements involving points, lines, planes, and a 
combination of these elements shall be studied. Dimensioning practices for 
“details” and “working drawings,’ approved by the American Standards 
Association will also be included. Introduction is given to intersections and 
developments of various types of geometrical objects. Prerequisite: T-DFT 
101. 


T-DFT 103 Technical Drafting 2 6 4 

Intersection and developments and their practical solutions. Where appli- 
cable, model solutions accompany the problems. The various techniques 
employed to produce and render isometric and oblique drawings, isometric, 
dimetric and trimetric projections, will be included. Prerequisite: T-DFT 
102. 


T-DFT 201 Technical Drafting % 6 4 
Applications and constructions of charts, graphs, and nomographs in engi- 
neering and technical data..Screw threads, springs, keys, rivets, piping, and 
welding symbols, methods of representing and specifying will be covered. 
Basic mechanisms of motion transfer, gears and cams, will be studied and 
drawn with emphasis on methods of specifying, calculating, dimensions, an 
delineating. Prerequisite: T-DFT 103. : 


T-DFT 204 Descriptive Geometry 2 4 4 

Graphic analysis of space problems involving points, lines, planes, con- 
nectors, and a combination of these. Practical design problems will be stressed 
with analytical verification where applicable. Visualization shall be stressed 
on every problem. Prerequisites: T-DF'T 102, T-MAT 102. 


T-DFT 205 Design Drafting I 2 6 4 

Basic design is introduced in the study of motion transfer mechanisms as 
they relate to power trains. Principles of design sketching, design drawing, 
layout drafting, detailing from layouts, production drawings and simplified 
drafting practices constitute areas of study. Types of methods of specifying 
materials and workmanship are an integral part of the course. Prerequisites: 
T-DFT 204, T-MAT 102, T-PHY 102. 


T-DFT 206 Design Drafting II 2 6 4 

Research to solve a problem in design by consulting various manuals, 
periodicals, and through laboratory experiments. A written technical report, 
preliminary design sketches, layout drawings, detail drawings, assembly and 
sub-assembly drawings, pictorial drawings, exploded pictorial assembly, 
patent drawings and specifications are required as a part of the problem. 
Prerequisites: T-DFT 205, T-DFT 210. 


T-DFT 211 Mechanisms 3 2 4 

Mathematical and drafting room solutions of problems involving the 
principles of machine elements. Study of motions of linkages, velocities and 
acceleration of points within a link mechanism; layout methods for designing 
cam, belts, pulleys, gears and gear trains. Prerequisites: T-DFT 201 and 204, 
T-MAT 103, T-PHY 106. 


T-DFT 212 Jig and Fixture Design 2 6 4 

Commercial standards, principles, practices and tools of jig and fixture 
design. Individual project and design work to acquaint students with the 
types of jigs and fixtures and their design. Prerequisites: T-DFT 205, T-DFT 
gids 


DFT 1101 Schematics & Diagrams: Power Mechanics 0 3 i 
Interpretation and reading of blueprints. Development of ability to read 
and interpret blueprints, charts, instruction and service manuals, and wiring 
diagrams. Information on the basic principles of lines, views, dimensioning 
procedures, and notes. Prerequisite: None. 
DFT 1102 Schematics and Diagrams: Power Mechanics 1 3 2 
(Electrical and Fuel Systems) 
Interpretation and reading of schematic prints and diagrams. Making 
sketches of electrical wiring and fuel system components for automotive 
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engines and other internal combustion engines. Learning to identify the 
various components of the systems by sketching and labeling parts. Practice 
in tracing wiring systems and diagnosing trouble by using schematics and 
diagrams found in the automotive service manuals. Prerequisite: DFT 1101. 


DFT 1103 Schematics and Diagrams: Power Mechanics 0 3 a! 
(Chassis and Braking Systems) 

Interpretation of prints, schematics and diagrams pertaining to automotive 
chassis and braking systems. A study of components that make up the front 
suspension, differential assembly and brake assemblies. Prerequisite: DFT 
TOIL, ID NAAe IOP. 


DFT 1104 Blueprint Reading: Mechanical 0 3 a 

Interpretation and reading of blueprints. Information on the basic principles 
of the blueprint; lines, dimensioning procedures and notes. Prerequisite: 
None. 


DFT 1105 Blueprint Reading: Mechanical 0 3 i 

Further practice in interpretation of blueprints as they are used in Industry; 
study of prints supplied by industry; making plans of operations; introduction 
to drafting room procedures; sketching as a means of passing on ideas, 
information and processes. Prerequisite: DFT 1104. 


DFT 1106 Blueprint Reading: Mechanical 0 3 1 

Advanced blueprint reading and sketching as related to detail and assembly 
drawings used in machine shops. The interpretation of drawings of complex 
parts and mechanisms for features of fabrications, construction and assembly. 
Prerequisite: DFT 1105. 


DFT 1110 Blueprint Reading: Building Trade 0 3 1 

Principles of interpreting blueprints and specifications common to the 
building trades. Development of proficiency in making three view and 
pictorial sketches. Prerequisite: None. 


DFT 1111 Blueprint Reading & Sketching 0 3 1 

Principles of interpreting blueprints and specifications common to the 
building trades. Practice in reading details for grades, foundations, walls, 
elevations, chimneys, fireplaces, arches and cavity wall construction. Develop- 
ment of proficiency in making three view and pictorial sketches. Prerequisite: 
DFT 1110. 


DFT 1112 Blueprint Reading & Sketching 0 R 1 

Designed to develop abilities in reading complex drawings in the masonry 
field. Blueprints of residential and commercial buildings will be studied with 
emphasis on the plot plan, basement and/or foundation plan, walls and 
various detailed drawings of masonry work. Prerequisite: DFT 1111. 


DFT 1113 Blueprint Readings: Electrical 0 3 1 

Interpretation of schematics, diagrams and blueprints applicable to 
electrical installations with emphasis on electrical plans for domestic and 
commercial buildings. Sketching schematics, diagrams, and electrical plans 
for electrical installations using appropriate symbols and notes according to 
the applicable codes will be a part of this course. Prerequisite: DFT 1110. 


DFT 1117 Blueprint Reading: Welding 1 3 2 

_ A thorough study of trade drawings in which welding procedures are 
indicated. Interpretation, use and application of welding symbols, abbrevia- 
tions, and specifications. Prerequisite: DFT 1104. 


DFT 1118 Pattern Development and Sketching 0 3 1 

Continued study of welding symbols; methods used in layout of sheet steel; 
sketching of projects, jigs and holding devices involved in welding. Special 
emphasis is placed on developing pipe and angle layouts by the use of patterns 
and templates. Prerequisite: DFT 1104. 
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DFT 1121 Drafting 3 12 7 

An introduction to drafting and the study of drafting practices. Instruction 
is given in the selection, use and care of instruments, single-stroke lettering, 
applied geometry, freehand sketching consisting of orthographical drawings. 
Orthographic projection, reading and instrument drawing of principal views. 
Dimensioning and note practices will be studied with reference to the Ameri- 
can Standards Association practices. Methods of reproducing drawings will 
be included at the appropriate time. Prerequisite: None. 


DFT 1121-1 Drafting (Part Time) 2 5 4 
An introduction to drafting and the study of drafting practices. Instruction 
is given in the selection, use and care of instruments, single-stroke lettering, 
applied geometry, freehand sketching consisting of orthographic drawings. 
Orthographic projection, reading and instrument drawing of principal views 
will be emphasized. Dimensioning and note practice will be studied with 
reference to the American Standards Association practices. Methods of re- 
pee drawings will be included at the appropriate time. Prerequisite: 
one. 


DFT 1121-2 Drafting (Part Time) @ 6 4 
Continuation of Drafting 1121-1. 
DFT 1122 Drafting 3 8 6 


The trainee will study simple and successive revolutions and their appli- 
cations to practical problems. Sections and conventions will be studied and 
both detail and assembly sections will be drawn. Intersections and develop- 
ments will be studied by relating the drawing to the sheet metal trades. 
Models of the assigned drawings will be made from construction paper, card- 
boards, or similar materials as a proof of the solution to the problems drawn. 

Methods of drawing and projecting axonometric, oblique, and perspective 
drawings will be studied with emphasis on the practical applications of 
pictorial drawings. Various methods of shading will be introduced and 
dimensioning and sectioning of oblique and axonometric pictorials will be 
done. Prerequisite: DFT 1121. 


DFT 1125 Descriptive Geometry 2 3 3 

Graphical analysis of space problems. The problems deal with practical 
design elements involving points, lines, planes, connectors, and a combination 
of these. Included are problems dealing with solid geometry theorems. Pre- 
requisite: DFT 1121. 


DFT 1130 Drafting (Sketching) 2 5 4 


DFT 1131 Mechanical Drafting 3 9 6 

An introduction to mechanical drafting beginning with problems concern- 
ing precision and limit dimensioning. Methods of fastening materials, and 
fasteners: keys, rivets, springs, and welding. Symbols will be studied and 
drawings will be made involving these items. Principles of design will be 
introduced with the study of basic mechanisms of motion transfer; gears, 
cams, power trains, pulleys, belting and methods of specifying and calculating 
dimensions will be studied. Drawings will be made involving these mechan- 
isms. Prerequisite: DFT 1122. 


DFT 1131-1 Mechanical Drafting (Part Time) 2 6 4 
DFT 1131-2 Mechanical Drafting (Part Time) 2 6 4 
DFT 1132 Mechanical Drafting 3 2 7 


Principles of design sketching, design drawings, layout drafting, detailing 
from layout drawings, production drawings and simplified drafting practices 
constitute areas of study. Forging and casting drawings will be made from 
layouts. Specifications, parts list, and bill of materials are emphasized in 
this course. The student will develop a complete set of working drawings of a 
tool, jig, fixture or simple machine and learn principles of design, handbook 
and manual usage. Prerequisite: DFT 1131. 
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DFT 1132-1 Mechanical Drafting (Part Time) 1 5 3 
DFT 1132-2 Mechanical Drafting (Part Time) 2 6 4 
DFT 1133 Technical Illustration 3 0 3 


Technical illustration techniques using the air brush, scratch board, ink 
shading, press-on coordinated tones, line screens, pressure and cut out letter- 
ing, pressure symbols, charting and drafting tapes. 

Lab time is spent on the illustrative approach as is applied to presentation 
of designs, patent drawings, and advertising. 

Most of the drawings are done by the isometric and perspective methods. 
Prerequisite: DFT 1132. 


DFT 1134 Furniture Specifications 3 0 3 

Furniture specifications and billing of materials will be studied. Materials, 
fabrication, workmanship, finishes, crating and shipping instructions will be 
included. Prerequisites: DFT 1135, UPH 1111, CAB 1110. 


DFT 1135 Furniture Drafting 3 12 7 

An introduction to furniture drafting. Anatomical relationships influencing 
furniture construction and design. Furniture parts. Scale drawings and full- 
size drawings will be made. Dimensioning practices and notes will be studied. 
Prerequisite: DFT 1122. 


DFT 1136 Furniture Drafting 3 15 8 

The “working drawing” will be studied and a complete set of drawings will 
be made of a group of furniture. Related architectural considerations will be 
included. Noted and materials list will accompany the set of drawings. Pre- 
requisites: DFT 1135, UPH 111, CAB 1110. 


DFT 1138 Furniture Styling and Decoration 3 0 3 
A study of the periods and styles of furniture and of the factors which 
influenced their development. Methods of styling and decorating will be 
ee Oc with basic principles of design. Prerequisites: UPH 1111, 
1110. 


DFT 1180 Drafting—Trade I 2 3 3 

This is an introductory course in drafting for students needing a knowledge 
of drawing principles for reading and describing objects in the graphic 
language. Instruction and practice is given in lettering, orthographic 
projection, free-hand sketching, sectioning and dimensioning. The student 
uses drawing instruments in making orthographic and working drawings, 
and in the solution of geometrical problems. Prerequisite: None. 


ECONOMICS 


ECO 102 Economics 3 0 3 

The fundamental principles of economics including the institutions and 
practices by which people gain a livelihood. Included is a study of the laws 
of supply and demand and the principles bearing upon production, exchange, 
distribution, and consumption both in relation to the individual enterprise 
and to society at large. Prerequisite: None. 


ECO 104 Economics 3 0 3 
Greater depth in principles of economics, including a penetration into the 
composition and pricing of national output, distribution of income, inter- 


peal deeds and finance, and current economic problems. Prerequisite: 


ECO 108 Consumer Economics 3 0 3 
Designed to help the student use his resources of time, energy, and money 
to get the most out of life. It gives the student an opportunity to build useful | 
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skills in buying, managing his finances, increasing his resources, and to 
understand better the economy in which he lives. Prerequisite: None. 


ECO 200 General Economics 3 0 3 

A general survey course in elementary economics. A brief treatment of the 
production and distribution of wealth in society, money and banking, and the 
organization of business. 


ECO 201 Principles of Economics I 3 0 3 

Basic economics with attention to control problems of price, competition 
and money; supply and demand; business organization; firm and family 
income; labor and industrial relations; government and the economy; gross 
national product; relationship of income to expenditures; and business cycles. 
Prerequisite: None. 


ECO 202 Principles of Economics II 3 0 3 
Historical development of economic thought; creation of money; banking 

and the Federal Reserve System; monetary and fiscal policy; price, utility 

and costs in selected industries, competition and trade. Prerequisite: None. 


ECO 203 Principles of Economics III 2 0 3 

Distribution of income; factors of production; wages and collective bargain- 
ing; interest and capital; profits and incentives, international payments, 
trade and gold flow; current economic problems. Prerequisite: ECO 202. 


ECO 1101 Economics 3 0 3 

Designed to provide the student with the laws of supply and demand, 
wages and productivity, and most important, the profit motive. Prerequisite: 
None. 


ECO 1114 Industrial Economics (Basic) 3 0 3 

The fundamental principles of economics including the institutions and 
practices by which people gain a livelihood in our industrial society. Topics 
include production, consumption, exchange and distribution of materials and 
resources, money and credit, business fluctuations, labor and management. 
Prerequisite: None. 


EDUCATION 


EDU 201 Introduction to Education 3 0 3 

A study of education as an institution in society. Emphasis is on the edu- 
petional system in the United States, its functions, organization, and its 
istory. 


ELECTRICAL 


T-ELC 201 Electrical Machinery 3 0 3 

A course in the basic understanding and application of electricity to modern 
industrial machinery. Included is a study of direct current motors, motor 
controls and protecting devices, transformers, and the industrial applications 
of this equipment. 


ELC 1112 Direct and Alternating Current 5 12 9 

A study of the electrical structure of matter and electron theory, the 
relationship between voltage, current, and resistance in series, parallel, and 
series-parallel circuits. An analyses of direct current circuits by Ohm’s Law 
and Kirkchhoffs Law. A study of the sources of direct current voltage 
potentials. Fundamental concepts of alternating current flow, reactance, 
impedance, phase angle, power, and resonance. Analysis of alternating current 
circuits. Prerequisite: None. 
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ELC 1121-1 Orientation and Theory of Direct 2 6 4 
Current (Part time) 


ELC 1112-2 Theory of Alternating Current 2 6 4 


ELC 1113 Alternating Current and Direct Current 
and Machines and Controls 5 14 10 

Provides fundamental concepts in single and polyphase alternating current 
circuits, voltages, currents, power measurements, transformers, and motors. 
Instruction in the use of electrical test instruments in circuit analysis. The 
basic concepts of AC and DC machines and simple system controls. An intro- 
duction to the type control used in small appliances such as: thermostats, 
times, or sequencing switches. Prerequisites: ELC 1112, MAT 1115. 


ELC 1113-1 Alternating Current and Direct Current 2 6 4 
Motor Generators, and Transformers (Part time) 


ELC 1113-2 Alternating Current and Direct Current 
Controls (Part time) 2 6 4 


ELC 1121 Electrical Machines and Controls 2 2 

An introduction to the construction, operation and utilization of direct 
current and alternating current machines. Familiarization with the various 
types of machine control devices. Prerequisite: ELC 1112. 


ELC 1122 Electrical Maintenance 3 6 5 

A study is made of those parts of the electrical code which affect the work 
of the industrial maintenance electrician. Practical experience is provided in 
wiring, installing and connecting the various types of services for lighting, 
heating and power installations. Training is provided in trouble-shooting in 
the identification and testing of circuits, in making mechanical adjustments 
and related maintenance operations. Schematic diagrams are used showing 
the plan of operation for each system. Prerequisite: ELC 1118, ELC 1121. 


ELC 1124 Residential Wiring 5 9 8 

Provides instruction and application in the fundamentals of blueprint read- 
ing, planning, layout, and installation of wiring in residential applications 
such as: services, switchboards, lighting, fusing, wire sizes, branch circuits, 
conduits, National Electrical Code regulations in actual building mock-ups. 
Prerequisite: ELC 1113, DFT 1110. 


ELC 1124-E Residential Wiring (Part time) 2 6 4 


ELC 1125 Commercial and Industrial Wiring 2, 8) 

Layout, planning, and installation of wiring systems in commercial and 
industrial complexes, with emphasis upon blueprint reading and symbols, 
the related National Electrical Codes, and the application of the fundamentals 
to practical experience in wiring, conduit preparation, and installation of 
simple systems. Prerequisites: ELN 1118, ELC 1124. 


ELC 1125-E Commercial and Industrial Wiring 2 6 4 
(Part time) 
ELECTRONICS 
T-ELN 201 Industrial Controls 3 2 4 


Industrial controls is the study of modern methods of controlling machinery 
by electronic circuitry. Machinery controls and electronic that automatically 
operate machines will be studied. Types of motors, generators, control signals 
and devices, thyratrons, gates, switches, and servomechanism circuits are 
major areas of study. Prerequisite: T-PHY 103. 
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ELN 1118 Industrial Electronics Fundamentals 4 8 ay 

Basic theory, operating characteristics, and application of vacuum tubes 
such as: diodes, triodes, tetrodes, pentodes, and gaseous control tubes. An 
introduction to amplifiers using triodes, power supplies using diodes, solid 
state theory, and other basic applications. Prerequisite: ELC 1113. 


ELN 1118E Industrial Electronics (Part time) 3 5 5) 


ELN 1119 Industrial Electronics Controls 4 11 8 

Basic industrial electronic systems such as: motor controls, alarm systems, 
heating systems and controls, magnetic amplifier controls, welding control 
systems using thyratron tubes, solid state devices, and other basic types and 
systems commonly found in most industries. Prerequisite: ELN 1118. 


ENGINEERING GRAPHICS 


EGR 101 Engineering Graphics I 2 4 3 

The field of drafting is introduced as the student begins study of the letter- 
ing, geometrical construction, projections, sections, auxiliary projection, rev- 
olution, pictorial drawing, intersection and development. The drawing of 
fasteners, springs, and gears, detail and assembly drawings, and tracing and 
reproduction methods are studied. Prerequisite: None. 


EGR 102 Engineering Graphics II 2 3 3 

Descriptive geometry is introduced as the student studies representation 
of common geometrical magnitudes with points, lines, planes, and solids, con- 
current noncoplanar forces, the solution of problems, advanced intersection 
and development. Prerequisite: EGR 101. 


ENGLISH 


ENG 091 Grammar and Composition I 2 2 3 

Emphasis on sentence structure, mechanics, paragraph development, and 
other language skills, such as vocabulary and reading skills, necessary for 
the student’s achievement of his educational goals. 


ENG 092 Grammar and Composition II 2 D 2 
Continuation of ENG 091. 


ENG 093 Grammar and Composition III 2 7 3 
Continuation of ENG 092. 


ENG 094 Grammar and Composition IV 2 7 3 
Continuation of ENG 093. 


ENG 101 English Composition 3 0 3 
The study of the use of the English language through the mediums of 
grammar, written composition, and literature. Prerequisite: None. 


T-ENG 101 Grammar 3 0 3 

Designed to aid the student in the improvement of self-expression in 
grammar. The approach is functional with emphasis on grammar, diction, 
sentence structure, punctuation, and spelling. Intended to stimulate stu- 
dents in applying the basic principles of English grammar in their day-to-day 
situations in industry and social life. Prerequisite: None. 
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ENG 102 English Composition 3 0 3 

A continuation of ENG 101. The study of the English language through 
the medium of the reading and written analysis of works of literature. Pre- 
requisite: None. 


T-ENG 102 Composition 3 0 3 

Designed to aid the student in the improvement of self-expression in 
business and technical composition. Emphasis is on the sentence, paragraph 
and whole composition. Prerequisite: None. 


ENG 103 English Composition 3 0 3 

A continuation of ENG 101 and ENG 102. The study of the English language 
through the medium of the preparation of speech materials. The course 
includes the continuation of reading in literature drawing from all literary 
forms. Prerequisite: None. 


T-ENG 103 Report Writing 3 0 3 

The fundamentals of English are utilized as a background for the organi- 
zation and techniques of modern report writing. Exercises in developing 
typical reports, using writing techniques and graphic devices are completed 
by the students. Practical application in the preparation of a full-length 
report is required of each student at the end of the term. This report must 
have to do with something in his chosen curriculum. Prerequisite: T-ENG 
102. 


ENG 201 English Literature 3 0 3 
A survey of English literature from the Anglo-Saxon Invasion to the 
Restoration period, 449-1660. Prerequisite: None. 


ENG 202 English Literature 3 0 3 
A continuation of English 201 beginning with the Restoration period, 1660, 
to the Accession of Victoria, 1837. Prerequisite: None. 


ENG 203 English Literature 3 0 3 
A continuation of English 201 and 202 beginning with the Accession of 
Victoria, 1837, to the twentieth century. Prerequisite: None. 


ENG 204 American Literature 3 0 
The study of American literature from the Puritan Age to the Romantic 
Movement. Prerequisite: None. 


T-ENG 204 Oral Communication 3 0 3 

A study of basic concepts and principles of oral communications to enable 
the student to communicate with others. Emphasis is placed on the speaker’s 
attitude, improving diction, voice, and the application of particular techniques 
of theory to correct speaking habits and to produce effective oral presentation. 
Particular attention given to conduct meetings, conferences, and interviews. 
Prerequisite: None. 


ENG 205 American Literature 3 0 

_ A continuation of 204 beginning with the Romantic Movement and extend- 
ing through the Rise of Realism with major emphasis on Twain, James, Poe, 
Emerson, Thoreau, Hawthorne, Whitman, and Melville. Prerequisite: None. 


ENG 206 American Literature 3 0 3 

A continuation of 204 and 205 beginning with the RealisticMovement and 
extending into the twentieth century with major emphasis on Steinbeck, 
Hemingway, Faulkner, Drieser, Sandburg, Frost, Lewis, Anderson, and 
Porter. Prerequisite: None. 


T-ENG 206 Business Communication 3 0 3 

_ Develops skills in techniques in writing business communications. Empha- 
Sis is placed on writing action—getting sales letters and prospectuses. 
Business reports, summaries of business conferences, letters involving credit, 
collections, adjustments, complaints, orders, acknowledgements, remittances, 
and inquiry. Prerequisite: BUS 102. 
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ENG 207 Creative Writing 3 0 3 

A foundation course in writing of essays, short stories, and poetry. Student 
work is read and discussed in class. Reading and discussion of contemporary 
writers and critics. Prerequisite ENG 103. 


ENG 1101 Reading Improvement 2 0 2 

Designed to improve the student’s ability to read rapidly and accurately. 
Special machines are used for class drill to broaden the span of recognition, 
to increase eye coordination and work group recognition and to train for 
comprehension in larger units. Prerequisite: None. 


ENG 1102 Communication Skills 3 0 3 
Designed to promote effective communication through correct language 
usage in speaking and writing. Prerequisite: None. 


ENG 1103 Report Writing 3 0 3 

Fundamentals of correct language usage applied to report writing. Empha- 
sis is placed on principles of report construction and application to various 
report forms. Prerequisite: ENG 1102. 


FURNITURE 


T-FUR 102 Construction and Billing I iL 3 

Emphasis on proper construction of case goods and frame stock. Study of 
basic construction theory. Identification of furniture construction terms. 
Interpretation and reading of furniture working drawing. Information on 
on blueprint lines, dimensioning, procedure and notes. Basic knowledge of 
materials. Prerequisite: None. 


T-FUR 103 Construction and Billing IT 

Continuation of T-FUR 103 C.B.I. with emphasis on making an accurate 
bill of material of each basic piece of furniture from factory drawings and 
specifications. Effect of construction on material, machine, and routing will 
be discussed. Prerequisite: T-FUR 102 or Approval of Advisor. 


T-FUR 104 Characteristics of Wood 2 0 2 

The study of basic structure of woods (chemical & physical) used by the 
furniture industry. Emphasis will be placed on the characteristics that mostly 
effect these woods in manufacturing - wood-moisture relations, shrink, swell, 
machine ability, gluing, handling, color, grain, screw strength. Prerequisite: 
None. 


T-FUR 105 Glues ul 0 i 

A study of adhesives currently used by furniture industry. Investigates the 
types of glues with study of operating characteristics—time factors, tempera- 
ture, humidity, pressure, gap filling, grain orientation. Equipment used in 
application, handling and processing will be given attention. Prerequisite: 
None. 


T-FUR 106 Abrasive Materials Method my 2 8 

Emphasis is on types of abrasive material and their uses, factors affecting 
different procedures and processes, causes and cures of defects in sanding. 
Study of equipment. Prerequisite: None. 


T-FUR 107 Finishing Methods & Material 

Study of the finishing methods and materials now used by the furniture 
industry—process for color, filling of pores, sealing, glazing, body coats, 
rubbing. Emphasis of various methods of drying. Advantages and dis- 
advantages of material handling equipment—spray guns, conveyors, rubbing. 
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T-FUR 108 Production Equipment I 4 0 4 

This course deals with the methods of set-up, operating procedure, capacities 
and safety of basic woodworking machinery. I.E. Circular saws, planner, band 
saw, boring machine, lathe, shaper, router, double-end tenon molder, and 
portable hand tools. Special emphasis on cutting tools. Field trips to pro- 
duction factories and equipment manufactors. Prerequisite: None. 


T-FUR 109 Production Equipment IT 

Continuation of T-FURN 108 P.E.I. and will deal with more complicated 
types of furniture equipment used at present in Lenoir area. I.E. Profile 
shaper, tape router, electronic clamps, Bell 124, Special multi-purpose equip- 
ment. Field trips and seminars. Prerequisite: T-FUR 108 or approval of 
advisor. 


T-FUR 112 Routing, Scheduling & Process Z 2 3 

A comprehensive study of materials and methods of furniture manu- 
facturing. The flow of material through various departments and equipment 
as now used by industry. Study of main and alternate processes and their 
relation to cost, labor, waste and time. Use of charts. Study of material 
properties and their relation to work cycle. Prerequisite: T-FUR 104, T-FUkK 
102, T-FUR 108 or approval of advisor. 


GEOGRAPHY 


GEO 201 Geography 3 2 4 
A survey of the major world regions and the relations of human activities 
to the physical environment. Prerequisite: None. 


GEO 202 Regional Geography 5 0 5 

Analysis of World Geography utilizing the regional method of study with 
emphasis on training in the techniques of thinking geographically about 
world problems. Prerequisite: GEO 101 or approval of instructor. 


GEO 203 Economic Geography 3 0 3 
A study of the geographical factors in production, distribution, and 
consumption of the major products of the world. Prerequisite: None. 


GUIDANCE 


GUI 101 Introduction to Education 1 03 eee 
This course is designed to acquaint the student with his school and to 
review with him certain appropriate study techniques. Prerequisite: None. 


HISTORY 


HIS 101 Western Civilization 3 0 3 

A general survey of the ancieat near East; the classical civilizations of 
Greece and Rome; the new religious civilizations of the early Middle Ages; 
and the Renaissance. Prerequisite: None. 


HIS 102 Western Civilization 3 0 3 
A survey of the Age of the Reformation; exploration, colonization, and 
the Commercial Revolution; the Age of Absolutism; the Intellectual 


Revolution; the Age of Democratic Revolutions; and the Napoleonic Era. 
Prerequisite: None. 
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HIS 103 Western Civilization 3 0 3 
A survey of the Industrial Revolution; the European political revolts of 
1830 and 1848; the political unification of Germany and Italy; World War I 
and its aftermath; the rise of European totalitarian states; the upsurge of 
nationalism in Africa and the Orient; World War II: and the Cold War and 
_Communist Free World Competitive Coexistence. Prerequisite: None. 


HIS 201 American History 3 0 3 
The study of the origins and development of the United States through 
the Constitutional period. Prerequisite: None. 


HIS 202 American History 3 0 3 

The study of the history of the United States from the Constitutional 
period through the Civil War and the Reconstruction period. Prerequisite: 
None. 


HIS 203 American History 3 0 3 
The study of the history of the United States from the Reconstruction 
period to the present. Prerequisite: None. 


HUMANITIES 


HUM 101 Personal and Cultural Appreciation I 4 0 4 

A course designed to help students to greater appreciation and under- 
standing of themselves and their culture as a result of systematic study of 
the great ideas of each period of western civilization and the influence on 
the artistic, dramatic, literary, and musical expressions of these periods. 
Prerequisite: None. 


HUM 102 Personal and Cultural Appreciation II 4 0 4 
A continuation of Humanities 101. Prerequisite: Humanities 101. 


HUM 103 Humanities in Twentieth Century America 4 0 4 

A critical study in considerable depth of modern literature, art, and 
philosophy and their relevance to American life in our rapidly changing 
technological and nuclear age. Prerequisite: None. 


INDEPENDENT STUDY 


IST 199; T-IST 199; IST 1199 Independent Study 1 to 6 credit hours 

This course provides opportunity for a student to develop a study project 
in any area in which professionally qualified instruction is available. Student 
develops project in a conference with advisor and instructor. Approval request 
forms are then approved by appropriate directors and the Dean of Instruction. 
Credit earned generally meets elective requirements of a degree or diploma. 
Exact amount depends on duration and depth of project, but no more than 
six credit hours. 


IST 299; T-IST 299 Independent Supply 1 to 6 credit hours 

This course provides opportunity for the second year student to develop a 
study project in any area in which professionally qualified instruction is 
available. Student develops project in a conference with advisor and in- 
structor. Approval request forms are then approved by appropriate directors 
and Dean of Instruction. Credit earned generally meets elective requirements 
of a degree. Exact amount depends on duration and depth of project but no 
more than six credit hours. 
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INDUSTRIAL SCIENCE 


T-ISC 102 Industrial Safety a 0 38 

Problems of accidents and fire in industry. Management and supervisory 
responsibility for fire and accident prevention. Additional topics include 
accident reports, good housekeeping, protective equipment, accident code 
and fire regulations, safety instruction, use of safety committee, insurance 
bureau and how to promote safety programs. Prerequisite: None. 


T-ISC 103 Production Control 1 3 2 
Day-to-day plant direction, forecasting, product planning and control, 


scheduling, dispatching and routing. Case histories are discussed with 
corrective action developed. Prerequisite: MAT 110 or consent of advisor. 


T-ISC 201 Industrial Organization and 
Management 3 0 3 
Organizational structure for industrial management; operational and 
financial activities, including accounting, budgeting, banking, credit and 
industrial risk, forecasting and markets, selection and layout of physical 
facilities; selection, training and supervision of personnel as found in typical 
industrial organizations. Prerequisite: None. 


T-ISC 202 Quality Control 3 0 3 

Principles and techniques of quality control and cost saving. Organization 
and procedure for efficient quality control. Functions, responsibilities, 
structure, costs, reports, records, personnel and vendor-customer relation- 
ships in quality control. Sampling inspections, process control and tests for 
significance. Prerequisite: None. 


T-ISC 203 Motion Study 3 ye 4 

Types of methods studies and their applications. Process charts, analysis 
sheets, time study, work simplification, skill and effort rating. Prerequisite: 
None. 


T-ISC 204 Value Analysis 3 07 3 

The modern concept in the control of manufacturing production. This 
course will provide the students an opportunity to study a production system 
with the specific purpose of identifying unnecessary costs. The objective of 
the concepts and techniques of value analysis is to make possible a degree of 
effectiveness in identifying and removing unnecessary cost by the use of 
sound decisions through a common sense approach. Prerequisite: None. 


T-ISC 207 Foremanship Supervision 3 0 3 

The foreman’s responsibility for planning, organizing, directing, controlling, 
and coordinating supervisory activities. It teaches the supervisor the basic 
functions of an organization and his responsibility in carrying out the 
objectives in accordance with the organization’s plan. Included in the course 
are such topics as establishing lines of authority, functions of departments 
of units, duties and responsibilities, policies, and procedures, and rules and 
regulations. Prerequisite: T-BUS 272, or consent of advisor. 


T-ISC 209 Plant Layout 3 2 4 
A practical study of factory planning with emphasis on the most efficient 
arrangements of work areas to achieve lower manufacturing costs. Layouts 
for small and medium-sized plants, layout fundamentals, selection of pro- 
duction equipment and materials handling equipment. Effective management 


of men, money and materials in a manufacturing operation. Prerequisites: 
T-MEC 201, T-DFT 102. 
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T-ISC 214 Product Development 3 0 3 

This course of study is to familiarize the student with product develop- 
ment as it relates to the complete manufacturing organization. The evolution 
from original idea to retailer involving sales, design and engineering, cost, 
plant production, shipping, and outside agencies. Prerequisite: None. 


ISC 1101 Industrial Safety 3 0 3 

A study of the development of Industrial Safety; accident occurrence and 
prevention; analysis of accident causes and costs; basic factors of accident 
control; safety education and training; accident reporting and records; 
employer and employee responsibility; safety organizations; first aid; me- 
chanical safeguards; personal protective equipment use; materials handling; 
fire prevention and protection; safety codes; and accident statistics. Pre- 
requisite: None. 


ISC 1102 Industrial Organization & Management 3 0 3 

Organizational structure for industrial management; operational and 
financial activities, including accounting, budgeting, banking, credit and 
industrial risk, forecasting and markets, selection and layout of physical 
facilities; selection, training and supervision of personnel as found in typical 
industrial organizations. Prerequisite: None. 


ISC 1103 Production Control 1 3 ie 

Production planning, dispatching, progress reporting, adjusting and 
replanning systems and charts which help effectively control production 
will be developed and studied. Material wastes controls, labor controls, 
indirect labor controls, and overhead controls as they relate to production 
control will be dealt with. 


ISC 1110 Production Control 3 7 4 

Production planning, dispatching, progress reporting, adjusting and re- 
planning systems and charts which help effectively control production will 
be developed and studied. Material wastes controls, labor controls, indirect 
labor controls, and overhead controls as they relate to production control. 
Prerequisites: TEX 1108, TEX 1120, TEX 1110. 


ICS 1110 Time Study & Time Standards 2 a 3 

Primary emphasis on use of stop watch. Breaking down repetitive oper- 
ation into elements. Timing the elements. Wilk readings. Operator per- 
formance rating. Avoidable delays. Allowances for unavoidable delays. 
Setting time standards. Timing delays. Technique of work sampling. Bench 
marks for “normal work pace. Motion study such as is needed to intelligently 
use predetermined time standards. Practice in building up standard times 
for specific operations using tables of predetermined times for the elements 
of the operation. 


ISC 1113 Quality Control 3 0 3 

Setting quality standards for customer acceptance. Final inspection to 
police these standards. Prior inspections and specifications to achieve final 
quality standard at minimum cost. Dimensions, tolerances, gages and other 
techniques to control dimensions. Qualities other than dimensions are more 
intangible. How to set standards and police performance in such areas. 
Receiving inspection, in process inspection, sampling. 


ISC 1114 Supervisory Responsibilities 3 0 3 

This course deals with such topics as fundamentals of supervision, re- 
lationships on the job, human relations, performance and job evaluation, 
the art of motivating people, and effective communications. 


ISC 1121 Cost Records and Cost 
Estimates 3 0 3 
Estimate of cost (materials, labor, overhead, etc.). Materials cost deals 
with price and grade, cost of delivery and storage, and percent utilization. 
Labor cost studies deal with such factors as time required, hourly rate, 
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quantities produced, turnover and cost of training. Overhead costs are 
studied over specific periods of time with advantages and limitations of pro- 
rating overhead items of cost. Prerequisites: TEX 1108, TEX 1120, TEX 
1110. 


ISC 1123 Work Measurement 3 2 4 

The basic study of the principles of work simplification, motion study 
fundamentals, and time study techniques. The use of predetermined time— 
schedules and the use of the stop watch as they apply to ask performance of 
the operator in his work performance. The study of flow diagrams and 
methods evaluation for production purposes. Prerequisites: TEX 1108, 
TEX 1120, TEX 1110. 


ISC 1125 Supervisory Responsibility 3 0 3 

This course deals with such topics as fundamentals of supervision, re- 
lationships on the job, human relations, performance and job evaluation, 
the art of motivating people, and effective communications. Prerequisite: 
PSY 1107; 


LIBRARY 


T-LIB 101 Introduction and Orientation to 
Library Services 3 2 4 
Short history of libraries and library service. Introduction to card cata- 
logue, book catalogue, classification systems with emphasis on Dewey 
Decimal system, and shelf arrangement. Explanation of departmental organi- 
zation and inter-relationship of departments. Prerequisite: None. 


T-LIB 102 3 2 4 
Principles of book selection with emphasis on the sources of guidance in 
book selection, the evaluation of these sources which include book review, 
book list, trade bibliographies and publishers’ annotations. The policy and 
practice of buying books and techniques of ordering. Prerequisite: None. 


T-LIB 103 Library 2 0 3 

Study of general encyclopedias, special reference works, year books, 
dictionaries, and other basic sources used in reference work. Also this course 
includes practice in the preparation of simple bibliographies, emphasizing 
correct form. Prerequisite: None. 


T-LIB 201 ; 
3 2 4 

An introduction to classification systems with particular emphasis on the 
Dewey Decimal Classification.. The purpose is to give an understanding of 
the classification numbers, not to make classifiers of the students. Study of 
the principles of dictionary cataloging. Practice in dictionary cataloging plus 
practice in assigning subject headings and studying fundamentals of library 
filing. Prerequisite: None. 


T-LIB 202 3 0 3 
A study of some routing circulation procedures, including circulation of 

books, pamphlets, and other materials. Techniques of physical inventory using 

shelf-list control. Care and repair of library materials. Prerequisite: None. 


T-LIB 203 Practicum 0 6 3 
Student will be placed in an approved library for 6 hours per week of 

supervised learning experiences under a professional librarian, putting into 

practice the various skills learned. Prerequisite: Approval of Department. 


T-LIB 204 Practicum 0 6 3 
Continuation of Library Science Practice. Six hours per week of practice 
work in libraries. Prerequisite: Approval of Department. 
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MACHINE SHOP 


T-MEC 101 Machine Processes 0 6 2 

An introductory course designed to acquaint the student with basic 
hand tools, safety procedures and machine processes of our modern industry. 
It will include a study of measuring instruments, characteristics of metals 
and cutting tools. The student will become familiar with the lathe family 
of machine tools by performing selected operations such as turning, facing, 
threading, drilling, boring, and reaming. Prerequisite: None. 


T-MEC 102 Machine Processes 0 6 2 

Advanced operations on lathe, drilling, boring and reaming machines. 
Milling machine theory and practice. Thorough study of the types of milling 
machines, cutters, jig and fixture devices, and the accessories used in a 
modern industrial plant. Safety in the operational shop is stressed. Pre- 
requisite: T-MEC 101. 


T-MEC 103 Machine Processes 0 6 2 

Modern machine tools of industry. Theory and practice with shaper, 
slotter, planer, turret lathe, screw machine, grinding and finishing machines. 
Gear design and the processes of gear manufacturing. Prerequisite: T-MEC 
102. 


T-MEC 201 Machine Processes Ue 6 4 

Newer concepts of work handling and automotic machining process. 
Chipless production and new techniques in metal forming. Analysis of high- 
energy forming, ultrasonic machining, electrolytic metal removal, chemical 
milling, numerical controls and simplified building block numerical control 
systems. Prerequisite: T-MEC 103. 


T-MEC 205 Strength of Materials 3 2 4 
Study of principles and analysis of stresses which occur within machine 
and structure elements subjected to various types of loads such as static, 
impact, varying and dynamic. Analyses of these stresses are made as ap- 
plied to thin-walled cylinders and spheres, riveted and welded joints, beams, 
columns and machine components. Prerequisites: T-PHY 106, T-MAT 103. 


T-MEC 210 Physical Metallurgy 3 3 4 

Introductory course in metallurgy, a basic study of the properties of 
metals and alloys. Analysis of the structure of metals and alloys, atomic 
structure, nuclear structure, and nuclear reactions. Solid (crystalline) struc- 
tures, methods of designating crystal planes, liquid and vapor phases, phase 
diagrams, and alloy systems. Prerequisite: T-PHY 101. 


T-MEC 211 Physical Metallurgy 3 3 
Properties of metals and alloys, the reactions of metals, diffusion, 
carburizing, metal bonding and homogenization, recrystallization and grain 
growth, age, hardening, nitriding, internal oxidation, heat treatment of 
steel, laboratory experiments and demonstrations. Prerequisite: T-MEC 210. 


T-MEC 212 Practical Automation 3 2 4 

A comprehensive study of automation as it is interpreted and practiced 
by American industry of today. The fundamentals of automation and its 
effects in industrial productivity, labor supply and demand, equipment and 
processes. Students will solve problems encountered while installing an 
automated system. Prerequisite: None. 


T-MEC 213 Production Planning 3 3 4 

Day-to-day plant direction; forecasting, product planning and control, 
scheduling, dispatching, routing, and inventory control. Case histories are 
discussed in the classroom, and courses of corrective action are developed. 
Drafting room layouts for planning and control. Prerequisite: T-DFT 102. 
Corequisite: T-MEC 201. 
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T-MEC 214 Tool Engineering 3 0 3 

An introduction to the problems of tool engineering with emphasis on 
planning the processes of production, designing and developing the neces- 
sary tools, and utilizing available manufacturing facilities; practical 
analysis and comparison of the use and cost of tools, jigs and fixtures, 
dies, molds, and gauges as they are utilized in our modern day manufactur- 
ing and production methods. Prerequisites: T-DFT 102, T-MEC 201. 


T-MEC 235 Hydraulics and Pneumatics 3 3 4 

The basic theories of hydraulic and pneumatic systems. Combinations 
of systems in various circuits. Basic designs and functions of circuits and 
motors, controls, electrohydraulic servomechanisms, plumbing, filtration, 
accumulators and reservoirs. Prerequisite: T-PHY 102. 


T-MEC 237 Control Systems 2 4 4 

Hydraulic, pneumatic, mechanical, electrical and electronic control sys- 
tems and components. Basic description, analysis and explanation of oper- 
ation. Typical performance characteristics, limitations on performance, ac- 
curacy, applications and their utilization in industrial processes. Pre- 
requisites: T-PHY 102, T-ELC 201. 


MEC 1101 Machine Shop Theory and Practice 4 12 8 
An introduction to the machinist trade and the potential it holds for 
craftsman. Deals primarily with the identification, care and use of basic 
hand tools and precision measuring instruments. Elementary layout pro- 
cedures and processes of lathe, drill press, grinding (off-hand) and milling 
machines will be introduced both in theory and practice. Prerequisite: None. 


MEC 1101-1 (Part Time) 2 6 4 
MEC 1101-2 (Part Time) 3 ps 8 
MEC 1102 Machine Shop Theory and Practice 3 12 i 


Advanced operations in layout tools and procedures, power sawing, drill 
press, surface grinder, milling machine shaper. The student will be intro- 
duced to the basic operations on the cylindrical grinder and will select 
projects encompassing all the operations, tools and procedures thus far 
used and those to be stressed throughout the course. Prerequisite: MEC 
11012 


MEC 1102-1 (Part Time) 2 6 4 
MEC 1102-2 (Part Time) 2 6 4 
MEC 1103 Machine Shop Theory and Practice 3 15 8 


Advanced work on the engine lathe, turning, boring and threading ma- 
chines, grinders, milling machine and shaper. Introduction to basic index- 
ing and terminology with additional processes on calculating, cutting and 
measuring of spur, helical, and worm gears and wheels. The trainee will use 
precision tools and measuring instruments such as vernier height gages, 
protractors, comparators, etc. Basic exercises will be given on the turret 
lathe and on the tool and cutter grinder. Prerequisites: MEC 1102. 


MEC 1103-1 (Part Time) 2 6 4 
MEC 1103-2 (Part Time) 2 6 4 
MEC 1104 Machine Shop Theory and Practice 3 12 7 


Development of class projects using previously learned procedures in 
planning, blueprint reading, machine operations, final assembly and _ in- 
spection. Additional processes on the turret lathe, tool and cutter grinder, 
cylindrical and surface grinder, advanced milling machine operations, ete. 
Special procedures and operations, processes and equipment, observing safety 
procedures faithfully and establishing of good work habits and attitudes 
acceptable to the industry. Prerequisite: MEC 1103. 


MEC 1104-1 (Part Time) 
MEC 1104-2 (Part Time) 
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MEC 1112 Machine Shop Processes 0 6 2 

To acquaint the student with the procedures of layout work and the correct 
use of hand and machine tools. Experiences in the basic fundamentals of 
drill press and lathe operation; hand grinding of drill bits and lathe tools; 
set-up work applied to the trade. Prerequisite: None. 


MEC 1113 Shop Processes 2, 3 3 

Study of practices used in metalworking shops: introduction to how 
materials can be utilized, and to the processes of shaping, forming, and 
fabricating of metals. Demonstration of the metalworking lathes, grinders, 
drills, milling machines, shapers, planers, saws, broachers, gear cutting 
machines and finishing machines. A study of the capabilities of these 
machines. Prerequisite: None. 


MEC 1114 Shop Processes 2 3 3 
Comparison of the unit-production and mass-production systems. Casting, 
forging and allied processes, welding and sheet metal working processes are 
demonstrated and discussed. Mass-Production methods are studied in 
relationship to precision dimensional control. Prerequisite: MEC 1113. 


MEC 1115 Treatment of Ferrous Metals y 3 3 

Investigates the properties of ferrous metals and tests to determine their 
uses. Instructions will include some chemical metallurgy to provide a back- 
ground for the understanding of the physical changes and causes of these 
changes in metals. Physical metallurgy of ferrous metals, producing iron 
and steel, theory of alloys, shaping and forming, heat treatments for steel, 
surface treatments, alloy of special steel, classification of steels, and cost 
iron will be topic for study. Prerequisite: None. 


MEC 1116 Treatment of Nonferrous Metals 2 3 3 

Investigates the properties of non-ferrous metals and tests to determine 
their uses. Primary interest will be on aluminum, magnesium, zinc, lead and 
chromium. Non-ferrous alloys such as brass, bronze, bobbit and cemented 
carbides will be studied. A discussion of stainless steel will be included. 
Prerequisite: MEC 1115. 


MEC 1117 Structure of Metals 3 2 4 
A study of stresses which occur within machines subjected to various loads 
are made. Analysis of these stresses are made as applied to thin-walled 
cylinders and spheres, riveted and welded joints, beams, columns and machine 
components. Prerequisite: PHY 1102 or Approval of Department. 


MEC 1118 Advanced Machine Processes 3 ile Fl 

An advanced study of the operations of the machine shop, utilizing all 
machines. The student will receive instructions on gauging practices and its 
applications to the finished product, and will become familiar with various 
gauging procedures. Students will be assigned individual projects by which 
he will gain proficiency on the various types of machines. Prerequisite: 
MEC 1104. 


MEC 1119 Advanced Machine Processes 3 9 6 

This course will offer a study of the more complex machines within the 
shop. Step-by-step study of tooling for the automatic screw machines, turret 
lathe, and numerical tape-controlled machine will be explored. Automatic 
chucking and clamping systems will be emphasized. Prerequisite: MEC 1118. 
emphasized. Prerequisite: MEC 1118. 


MEC 1120 Machine Repair it 3 ») 

This course will offer the student a look into the machines themselves. 
Possible reasons for machine break-down will be explored. Emphasis is placed 
on the proper maintenance of machinery as well as preventative maintenance. 
Repair and maintenance manuals for various machines will be reviewed. Pre- 
requisite: MEC 1104. 


MEC 1121 Machine Repair 1 3 2, 


A continuing study of the inner parts of machinery. Special interest will 
be placed on commercial standards, designs, and development of necessary 
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tools and accessories. A comparison of purchase price on manufactured items 
of replacement parts will be studied. Prerequisite: MEC 1120. 


MEC 1122 Production Procedures 4 38 5 

A study of product planning and control, scheduling, and routing of 
operations will be surveyed. Principles and techniques of quality control and 
cost saving, sampling inspections, graphs and charts are emphasized. Both 
statistical and deminsional quality control is reviewed as well as a study of 
the different processes to produce an item. Prerequisite: MEC 1104. 


MEC 1123 Shop Processes 2 3 3 

Continuation in the study of methods of manufacturing parts. Metal 
machining will be the main emphasis in this course. Further operations on 
metal cutting saws, lathes, milling machines, grinders and introduction to 
gear cutting equipment will be reviewed. How dimentional control and 
precision measurement coincides with drafting procedures are an important 
section of this study. Prerequisite: MEC 1114. 


MEC 1124 Shop Processes 2 3 3 

Some of the newer concepts of work handling and automatic machining 
processes is discussed. Instructions are offered on automatic screw machines, 
turret lathes, numerical controlled systems as well as chipless machining. 
Major emphasis is on the integration of drafting processes to the machined 
part and how each effects the other. Prerequisite: MEC 1123. 


MEC 1139 Basic Hydraulics and Pneumatics 3 3 4 

The basic theories and uses of hydraulic and pneumatic systems, and also, 
the combination of systems. Basic designs and functions of circuits and 
motors, controls, electro-hydraulic servo-mechanisms, filtration, accumulators 
and reservoirs. Installation and maintenance of the components will be made 
by the students. Prerequisite: PHY 1101. 


MEC 1147 Systems of Measurement and 
Measuring Tools 2 0 2, 
A basic study of measurement and the various systems. How to use and 
read the various rules, scales, calipers, micrometers and other precision 
measuring tools used in mechanical work. Included is the reading of the basic 
electrical meters used in testing. Prerequisite: None. 


MEC 1298 Special Problems in Mechanics (Maximum Credit 6 hrs.) 

The purpose of this course is to broaden the students’ experiences in the 
areas of mechanics. Problems involving experimentation, investigation and 
writing of a research report involving automobiles, mechanical operations 
and general maintenance and repair required for machinery may be basis for 
investigation. Prerequisite: All curriculum courses. 


MATHEMATICS 


MAT 090 Developmental Mathematics I Pu 3 4 
Emphasis on mathematic skills required for successful performance in 
regular credit programs. 


MAT 091 Developmental Mathematics II 2 3 4 
Continuation of MAT 090. 


MAT 092 Developmental Mathematics III 2 3 4 
Continuation of MAT 091. 


MAT 101 College Mathematics 5 0 5 


An introduction to college mathematics including the study of sets, number 
systems, elementary logic, and algebraic processes. 
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T-MAT 101 Technical Math 5 0 5 

The real number system is developed as an extension of natural numbers. 
Number systems of various bases are introduced. Fundamental algebraic 
operations, the rectangular coordinate system, as well as fundamental tri- 
gonometric concepts and operations are introduced. The application of these 
Ne to practical problems is stressed. Prerequisite: Satisfactory score 
on L: 


MAT 102 College Mathematics 5 0 & 

Further study in college mathematics including algebraic fractions, factor- 
ing, exponents, logarithms, and the solution of equations and inequalities. 
Prerequisite: MAT 101. 


T-MAT 102 Technical Math 5 0 5 

A continuation of T-MAT 101. Advanced algebraic and trigonometric 
topics including quadratics, logarithms, determinants, progressions, the 
bi-normal expansion, complex numbers, solution of oblique triangles and 
eee of the trigonometric functions are studied in depth. Prerequisite: 
T-MAT 101. 


MAT 103 College Mathematics 5 0 5 

A continuation of MAT 102 including the study of trig. functions of acute 
and general angles, right and oblique triangles, fundamental identities, 
and the trigonometric equations. Prerequisite: MAT 102. 


T-MAT 103 Technical Mathematics 5 0 5 
The fundamental concepts of analytical geometry, differential and integral 
calculus are introduced. Topics included are graphing techniques, geo- 
metric and algebraic interpretation ot the derivative, differentials, rate of 
change, the integral and basic integration techniques. Applications of these 
concepts to practical situations are stressed. Prerequisite: T-MAT 102. 


MAT 110 Business Math 5 0 5 

This course stresses the fundamental operations and their application to 
business problems. Topics covered include payrolls, price marking, interest 
and discount, commission, taxes, and pertinent uses of mathematics in the 
field of business. Prerequisite: Satisfactory score on S.C.A.T. 


MAT 111 Algebra 5 0 5 
An axiomatic presentation of the real number system as an ordered field, 
in which axioms, definitions, and theorems are used to justify traditional 
algebraic processes, involving such topics as algebraic fractions, factoring, 
exponents, logarithms, and the solution of equations and inequalities. 


. 


MAT 112 Trigonometry § 0 

A study of functions of acute and general angles, fundamental identities, 
logarithms, radian measure, trigonometric equations, addition formulas, 
oblique triangle, and complex numbers. Prerequisite: MAT 111. 


MAT 113 Analytic Geometry and Calculus I 5 0 5 
This course includes the study of coordinate systems, Locl, Linear, and 
Quadratic graphs, conics, limits, continuity, and differentiation. Prerequisite: 


MAT 112. 


MAT 201 Analytic Geometry and Calculus II 5 0 5 

A study of indefinite and definite integrals of algebraic functions and 
their applications. Areas, volumes, moments, and fluid pressure are included. 
Also included are transcendental functions, polar coordinates, integration by 
parts, integration by substitution, integration by partial practions. 


MAT 202 Analytic Geometry and Calculus III 5 OF 5 

Topics include multiple integration, approximate integration, improper 
integrals, indeterminate forms, infinite series and expansion of functions and 
vectors. Prerequisite: MAT 201. 
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T-MAT 214 Statistics 5 0 5 

The theory of statistics and its application in modern business. Kinds of 
regularity that exist among random fluotuations. Experience in associating 
and using mathematical models to interpret physical phenomena and predict- 
ing the outcomes of experiments related to practical business problems. Pre- 
requisite: T-MAT 101. 


MAT 220 Differential Equations 3 0 3 
A study of the methods of solution of ordinary differential equations. Pre- 
requisite: MAT 202. 


MAT 1101 Fundamentals of Math 5 0 5 

Practical number theory. Analysis of basic operations: addition, subtraction, 
multiplication and division. Fractions, decimals, powers and roots, per- 
centages, ratio and proportion. Plane and solid geometric figures used in 
industry; measurement of surfaces and volumes. Introduction to algebra used 
in trades. Practice in depth. Prerequisite: None. 


MAT 1101N Fundamentals of Math 3 0 3 

A practiced arithmetic review including basic operations in fractions, 
decimals, percentages, rates and proportion, Fahrenheit and Centigrade scales, 
and weights and measures. Mathematics of designs and solutions will be 
introduced. Prerequisite: None. 


MAT 1102 Algebra 5 0 5 

Basic concepts and operations of algebra: historical background of our 
base-10 number system; algebraic operations: addition, subtraction, multi- 
plication and division; fractions, letter representation, grouping, factoring, 
ratio and proportions, variation; graphical and algebraic solution of first 
degree equations; solution of simultaneous equations by: addition and sub- 
traction, graphing; exponents, logarithms, tables and interpolation. Pre- 
requisite: None. 


MAT 1103 Geometry 3 0 3 

Fundamental properties and definitions; plane and solid geometric figures, 
selected general theorems, geometric construction of lines, angles and plane 
figures. Dihedral angles, areas of plane figures, volumes of solids. Geometric 
principles are applied to shop operations. Prerequisite: None. 


MAT 1104 Trigonometry 3 0 3 
Trigonometric ratios; solving problems with right triangles, using tables, 

and interpolating; solution of oblique triangles using law of sines and law of 

cosines; graphs of the trigonometric functions; inverse functions, trigono- 

ea equations. All topics are applied to practical problems. Prerequisite: 
one. 


MAT 1111 Slide Rule 2 0 
_A study of the mechanics involved in the use of the slide rule. Multiplication, 
geen, trigonometive functions, powers and roots are covered. Prerequisite: 
one. 


MAT 1112 Building Trades Math 3 0 3 
Practical problems dealing with volumes, weights, ratios, mensuration; 
and basic estimating practices for building materials. Prerequisite: None. 


MAT 1115 Electrical Math 5 0 5 

A study of fundamental concepts of algebra; basic operations of addition, 
subtraction, multiplication, and division; solution of first order equations, use 
of letters and signs, grouping, factoring, exponents, ratios, and proportions; 
solution of equations, algebraically and graphically; a study of logarithms 
and use of tables; and introduction to trigonometric functions and their 
application to right angles; and a_ study of vectors for use in alternating 
current. Prerequisite: None. 
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MAT 1120 Applied Mathematics 3 0 3 
Practical problems are especially selected to ensure mastery of mathematics 
principles applied to the automobile trades. Prerequisite: MAT 1101. 


MAT 1123 Math: Machinist 3 0 3 

Introduces gear ratio, lead screw and indexing problems with emphasis on 
application to the machine shop. Practical applications and problems furnish 
the trainee with experience in geometric propositions and trigonometric 
relations to shop problems; concludes with an introduction to compound angle 
problems. Prerequisite: MAT 1104. 


MUSIC 


MUS 101 Music Appreciation 3 0 3 

Designed to give a basic orientation to music with emphasis on simple 
form and analysis, instrumentation, althetics, masterpieces, and other 
significant work. Prerequisite: None. 


T-MUS 101 Recreational Music it 4 

The purpose of this course is to develop an understanding of the value and 
use of music in a recreation program. The instruments, aids, and materials 
used will be given special attention. Practice sessions & demonstrations of 
teaching techniques and skills will be afforded the students. Prerequisite: 
None. 


MUS 201 Folk, Square, and Social Dance 1 4 3 

This skill course is designed to develop specific talents in the area of 
recreational dance. Activity sessions will stress the different types of dances, 
the skills involved, and the techniques used in teaching dancing to different 
age groups. Appropriate dances with adaptations for the different handi- 
capped groups will also be stressed. Adequate class time will be used for 
student participation and practice. Prerequisite: None. 


NURSING 


NUR 1101 _ Basic Science 5 4 

This course is designed to give the beginning student an understanding of 
basic science principles and their relationships to practical nursing. This 
course includes study of the structure and functions of the human body, 
principles of foods and nutrition and selected efforts of microbiology as 
related to nursing. Prerequisite: None. 


NUR 1102 Introduction to Patient Care 6 6 8 

This course is designed to provide the opportunity for students to gain a 
knowledge of principles which are basic to effective and safe nursing care. 
Emphasis is placed on the development of the essential skills for the per- 
formance of those nursing measures that are normally the responsibility of 
the Licensed Practical Nurse. Also included is the development of apprecia- 
tions which will assist the student’s understanding of her role as a member of 
the medical team, in establishing effective relationships with her co-worker 
and patients, and in establishing realistic personal and vocational goals. 
Prerequisite: None. 


NUR 1103 Medical-Surgical Nursing I 4 0 4 
This course is designed to provide the student the opportunity to gain an 

understanding of the nursing needs of patients who have various medical- 

surgical conditions and the develop further understanding of the therapeutic 
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measures of concern to the practical nurse. Prerequisite: NUR 1101, NUR 
1102. 


NUR 1104 Hospital Care of Patients 0 24 8 

Due to the structure of the program, this course offers selected clinical 
experience in one or a combination of three specialities which include medical- 
surgical nursing care of the maternity patient and the newborn infant as well 
as nursing of infants and children. It provides these selected experiences 
to increase the student’s knowledge of the patient’s condition and beginning 
skills in safe effective nursing in the areas mentioned previously. Pre- 
requisite: NUR 1101, NUR 1102. 


NUR 1105 Medical-Surgical Nursing II 9 0 9 
A continuation of NUR 1103. Prerequisite: NUR 1103, NUR 1104, NUR 
1109, NUR 1110. 


NUR 1106 Hospital Care of Patients 0 24 8 
A continuation of NUR 1104. Prerequisite: NUR 1103, NUR 1104, NUR 
1109, NUR 1110. 


NUR 1107 Medical-Surgical Nursing III 12 0 12 

This course is a continuation of Medical-Surgical Nursing I and II. In 
addition, it prepares the student for care of the seriously ill patient in an 
assistant role. The course also includes an orientation of the student to her 
obligations and responsibilities as a Licensed Practical Nurse to herself, to 
her community, and to her profession. Prerequisites: NUR 1105, NUR 1106, 
NUR 1109, NUR 1110, NUR 1111. 


NUR 1108 Hospital Care of Patients 0 24 8 
A continuation of NUR 1104 and NUR 1106. Prerequisite: NUR 1105, 
NUR 1106, NUR 1109, NUR 1110, NUR 1111. 


NUR1109 Maternal & Infant Care 4 0 4 
This course is designed to provide opportunities for students to acquire 
the knowledge, understanding and skill needed for rendering safe and effective 
nursing care to the maternity patient and newborn infant. Classroom in- 
struction provides the background essential for planned clinical experience 
centered around analysis of nursing needs and formulation of a nursing care 
plan to meet individual patient needs. Prerequisite: NUR 1101, NUR 1102. 


NUR 1110 Care of Infants & Children 4 0 4 

This course is designed to provide opportunities for students to acquire the 
knowledge, understanding and skills needed for rendering safe and effective 
nursing care of infants and children. Classroom instruction provides the back- 
ground essential for planned clinical experiences centered around analysis of 
nursing needs and formulation of a nursing care plan to meet individual 
patient needs. 


NUR 1111 Drug Administration 3 0 3 
The basic concepts of drug therapy and an appreciation of the responsi- 

bilities of the necessary limitations of the Licensed Practical Nurse in the 

cere n Sete, of medication are emphasized. Prerequisite: NUR 1103, NUR 
104. 


PHILOSOPHY 


PHI 201 Introduction to Philosophy 3 0 3 

An introduction to the subject matter and methods of philosophy to indlude 
the analysis of fundamental issues underlying deductive and inductive logic; 
theories of perception, mind, body, and value. 
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PED 110 Archery 0 2 1 

Designed to teach students the fundamentals, skills, history and rules with 
special emphasis on safety practices, etiquette, and value which carry over 
into a useful leisure time activity. 


PED 111 Badminton 0 2 
Deals with beginning skill in the basic strokes and a general knowledge of 
the history, rules, and strategy of the game. 


PED 112 Bowling 0 2 1 

The fundamentals of ball selection, grips, stance, and delivery are taught 
ace with rules, history, and scoring. Special emphasis is pleased on spot 
owling. 


PED 113 Golf 0 2. 1 
Designed for teaching the grips, stance, serving, and use of various clubs, 
along with history and etiquette of play. 


PED 114 Physical Fitness 0 2 1 

An introduction to physical activity with emphasis being placed on cardio- 
vascular system, strength and efficiency in executing basic skills which may 
arise in play and daily living. 


PED 115 Tennis 0 2 1 

An elementary course in the history, rules, and regulations. Emphasis will 
be placed on the fundamentals of the game with prime consideration given to 
strokes and footwork. 


PED 116 Beginning Skiing 0 2 1 
This course is for the non-skier. An elementary course designed to get 
the individual to the point that he can ski proficiently. 


PED 117 Beginning Swimming 0 3 1 
A course designed for the non-swimmer. Basic strokes and water safety 
based upon American Red Cross Programs of instruction. 


PED 118 Recreation Activities 0 2 it 

This course includes lectures and laboratory practice in the basic funda- 
mentals of table tennis, horseshoe, shuffleboard, dosts, quoits, and croquet. 
The history, rules, and strategy involving each activity will be included. 


PED 130 Basketball 0 2 


A course designed to study the rules, strategy, and history as well as the 
fundamental skills of beginning basketball. 


PED 131 Flag Football 0 2 
Includes the fundamental skills, history, rules, and strategy of flag TOntbaL 


PED 132 Soccer 0 2 1 
Designed to teach the fundamental skills, history, rules, and strategy with 
emphasis being placed on practice and execution of activity skills. 


PED 133 Softball ‘ DO ecsteee 1 
The study of history, rules, skills, and strategy with emphasis on defensive 


play by positions. 


PED 134 Volleyball 0 2s 1 
A course designed to include the fundamental skills, history, rules, and 


strategy of the game, with special emphasis on carry-over value of activity. 
PED 150 Track and Field 0 2 1 


A course designed to develop knowledge, skill and interest in track and 
field events. 
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PED 151 Modern Dance 0 2 
A course designed to develop and improve fundamental skills in dance 
movements and techniques, and to encourage appreciation of dance as an 
art form and medium of education. 


PED 152 Folk and Square Dance 0 Pe 1 
A course in the development and successful performance of dance skills in 
regional American folk dances. 


PED 160 IndividualActivity 
Specialized activities approved by the Physical Education and Recreation 
Department for a particular student. 


PED 180 Personal & Community Health 3 0 3 

This course is designed to develop an awareness of the personal, com- 
munity, and world-wide importance of health. Special emphasis is placed on 
the physical mental and emotional aspects of the human body. Health 
problems, their causes and prevention will also be stressed. 


PED 216 Advanced Skiing 0 2 1 

This course is designed for advanced students in perfecting skills in the 
following areas: slalom, down-hill racing, turns, and jumps, with emphasis 
on control and safety. Prerequisite: PED 116 or approval of instructor. 


PHYSICAL SCIENCE 


PHS 101-102-103 Man and His Physical Environment 2 2 5 
An integrated perspective of the physical sciences, study of selected topics 

such as systems of measurement, the expanding universe, structure of earth, 

kinetic molecular theory of matter, energy (types, transformations, utiliza- 

tion), properties of elements and compounds, structure and utilization of 

sige The role of science in the development of civilization. Prerequisite: 
one. 


T-PHS 105 Survey of Physical Science 3 0 3 

A general survey of astronomy, physics, geology, and chemistry. The 
astronomy emphasizes our solar system with a brief survey of other areas of 
general interest. Physics is approached by such as photography, meterology, 
radio and television, home appliances, and the automobile with physical 
principles illustrated. A physical geology of the earth is briefly surveyed with 
the earth’s structure, constitution, and changing face studied. The chemistry 
of, everyday materials is given after a brief look at some broad elementary 
principles. Prerequisite: None. 


T-PHS 106 Survey of Physical Science 3 0 3 
A continuation of above. Prerequisite: T-PHS 105. 


PHYSICS 


PHY 201 General Physics I 3 2 4 

A study of classical and modern physics in which the analytic approach is 
Sut oved and calculus is used as needed. Mechanics, sound, and heat are 
included. 


PHY 202 General Physics II 3 2 4 
A continuation of PHY 201 including magnetism and electricity. Pre- 
requisite: PHY 201. 


PHY 203 General Physics III 3 2 4 
A continuation of PHY 203 including light, optics, and modern Physics. 
Prerequisite: PHY 202. 
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T-PHY 101 Physics: Properties of Matter 3 2 4 
A fundamental course covering several basic principles of physics. The 

division’s included are solids and their characteristics, liquids at rest and in 

motion, gas laws and applications. Laboratory experiments and specialized 

et dealing with these topics are part of this course. Prerequisite: 
one. 


T-PHY 102 Physics: Work, Energy, Power 3 2 4 
The major areas covered in this course are work, energy, and power. 
Instruction includes such topics as statics, forces, center of gravity, and 
dynamics. Units of measurement and their applications are a vital part of 
this course. A practical approach is used in teaching students the use of 
essential mathematical formulas. Prerequisites: T-PHY 101, T-MAT 101. 


T-PHY 103 Physics: Electricity 3 2 4 

Basic theories of electricity, types of electricity, methods of production, 
and transmission and transforming of electricity. Electron theory, electricity 
by chemical action, electricity by friction, electricity by magnetism, induction 
voltage, amperage, resistance, horsepower, wattage, and transformers are 
major parts of the course. Prerequisites: T-PHY 102, T-MAT 104. 


T-PHY 106 Applied Mechanics 5 0 5 

Concepts and principles of statics and dynamics. Parallel concurrent and 
noncurrent force systems in coplanar and noncoplanar situations. Concepts 
of centroids and center of gravity, moments of inertia, fundamentals of 
kinetics, and kinematics of velocity and motion. Prerequisites: T-MAT 103, 
T-PHY 102. 


PHY 1101 Applied Science 3 2 4 

An introduction to physical principles and their application in industry. 
Topics in this course include measurement; properties of solids, liquids, 
and gases; basic electrical principles. Prerequisite: MAT 1101. 


PHY 1102 Applied Science 3 je 4 

The second in a series of two courses of applied physical principles. Topics 
introduced in this course are heat and thermometry, and principles of force, 
motion, work, energy, and power. Prerequisite: PHY 1101. 


POLITICAL SCIENCE 


POL 102 Government-National English and 
Colonial Background 3 0 3 
The Articles of Confederation and the framing of the federal constitution. 
The nature of the federal union; state rights, federal powers, political parties. 
The general organization and functioning of the national government. Pre- 
requisite: None. 


POL 201 American Federal Government 3 ab 3 
The study of the origins, development, structure, and functioning of the 
Federal Government. Prerequisite: None. 


POL 203 Government—State and Local 3 0 3 

A study of state and local government, state-federal interrelationships, the 
functions and prerogatives of the branches. Problems of administration, legal 
procedures, law enforcement, police power, taxation, revenues and ap- 
propriations. Special attention will be given to North Carolina. Prerequisite: 
None. 
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PSYCHOLOGY 


T-PSY 112 Personality Development 3 0 3 

Designed to help the student recognize the importance of the physical, 
intellectual, social, and emotional dimensions of personality. Emphasis is 
placed on grooming and methods of personality improvement. Prerequisite: 
None. 


PSY 201 Introduction to Psychology 3 0 3 

The introductory study of psychology. The course includes the study of 
principles of behavior in the areas of motivation, perception, learning, intel- 
ligence, and the organization of personality. 


PSY 202 Educational Psychology 3 0 3 

An analysis of the processes important in learning. Major concepts in 
thinking, learning, and development are emphasized. Special attention is 
given to measurement, guidance, materials and learning situations. Pre- 
requisite: PSY 201. 


PSY 203 Adolescent Psychology 3 0 3 
An elementary consideration of the physical, intellectual, social, and 
emotional changes expected during adolescence. Prerequisite: PSY 201. 


T-PSY 206 Applied Psychology 3 0 3 

A study of the principles of psychology that will be of assistance in the 
understanding of inter-personal relations on the job. Motivation, feelings and 
emotions are considered with particular reference to on-the-job problems. 
Other topics investigated are: employee selection, supervision, job satisfaction, 
and industrial conflicts. Attention is also given to personal and group dynamics 
so that the student may learn to apply the principles of mental hygiene to 
his adjustment problems as a worker and a member of the general com- 
munity. Prerequisite: None. 


PSY 210 Human Growth and Development 3 0 
A study of the interaction of maturational and environmental factors in 
the growth of the individual from conception to maturity. 


PSY 1101 Human Relations 3 0 3 

A study of basic principles of human behavior. The problems of the indi- 
vidual are studied in relation to society, group membership, and relation- 
ships within the work situation. Prerequisite: None. 


RECREATION 


REC 101 Introduction to Recreation Services 

This course introduces the student to the historical and philosophical 
foundation of recreation and leisure. The basic principles, the definition, and 
the impact and trends of recreation are presented. Emphasis on the different 
agencies providing recreational services will be included with visitations 
being scheduled to public, private, industrial, and institutional recreational 
programs. Prerequisite: None. 


REC 102 Introduction to the Ill] & Handicapped 33 0 3 
This course is designed to introduce the student to the exceptional or 

abnormal person. It is the purpose of this course to develop a general knowl- 

edge of the different handicapping conditions, their causes, and limitations 
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caused by the disability. To aid the students’ understanding scheduled trips 
to institutions for the retarded, mentally ill, deaf, and physically handicapped 
will be an integral part of the course. Prerequisite: None. 


REC 103 Adaptive Physical Education & Recreation 
Activities 3 0 
This course is the study of modifications and adaptations used in recreation 
and physical education activities for handicapped persons. Discussions and 
demonstrations of techniques and equipment used in adapting various sports, 
games, and other activities to fit the limitations of the handicapped will be 
incorporporated into this course. Students will have the opportunity to 
observe adaptations for the mentally ill and retarded, blind, the elderly, 
physically handicapped and other special groups. Prerequisite: None. 


T-REC 104 The Rehabilitation Team 3 0 3 

This course is designed to aid the students’ understanding of the profes- 
sional workers composing a treatment team and their relationships to each 
other. The majority of instruction time will be centered around guest speakers 
from the different professions. Professions to be represented include medicine, 
social work, psychology, physical therapy, education, rehabilitation services, 
recreation and others. Trips to local institutions will also be planned. Pre- 
requisite: REC 102. 


REC 105 Recreation Areas & Facilities, 
& Program Planning 3 0 3 

This course explores the different types of indoor and outdoor recreational 
areas and facilities and their use. The principles in planning, the dimensions 
and standards, maintenance, and the operation of areas and facilities, such as 
parks, playgrounds, ball fields, centers, tennis courts, swimming pools, and 
others will be studied. This course also explores the principles of planning and 
organizing an effective recreation program. Consideration will be given to 
various aspects of program planning with special attention being focused on 
the types of programs offered to the handicapped participant. Prerequisite: 
None. 


REC 106 Resident and Day Camp Administration 3 0 3 

This course is designed to develop an understanding of the operation of a 
camping program. Particular course emphasis will be placed on camping for 
the ill and handicapped, and the architectural barriers which often exist. 
Operational concerns, varying from the use of volunteers to the maintenance 
of grounds, iwill be covered in this course. Local, private and institutional 
camps will be visited as part of the course. 


REC 107 Team Sports and Games in Recreation 1 4 

This activity course is devised to develop the students’ knowledge and 
ability in team sports and games. The rules and regulations, field dimensions, 
equipment and safety factors will be studied. Activities for groups of different 
ages and abilities will be presented. Student participation will be utilized in 
softball, flag football, soccer, basketball, volleyball, relays, and other team 
sports and events. Prerequisite: None. 


T-REC 108 Medical Terminology and Basic Anatomy 3 0 3 

This course is designed to build a workable medical vocabulary for the 
recreational therapist. Terminology commonly used in the medical setting 
will be presented. The different systems of the body will be studied in con- 
nection with terminology. Prerequisite: None. 


REC 109 First Aid and Safety 3 0 iS 

It is important for the recreation leader to have an understanding of first 
aid and safety procedures, especially when handicapped persons are involved. 
This course presents the skills, techniques, and knowledge needed to have a 
safe environment. Adequate class time will be reserved for practical demon- 
strations of first aid and safety. 


T-REC 110 Recreational Arts and Crafts 1 4 3 


This skill course is designed to develop specific talents in recreational 
arts and crafts. The methods, materials and techniques for teaching arts and 
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crafts to children and adults will be presented with special emphasis on pro- 
jects for the handicapped. Skill areas to be taught will be pottery, creative 
art, leather craft, ceramics, copper tooling, mountain crafts, and others 
including camp crafts. 


REC 121 Social Recreation 3 0 3 

The purpose of this course is to develop skill in planning social recreational 
activities. Party planning, special events, social games, quiet games, trips and 
picnics, and decorating will be emphasized in this course. For practical 
experience, students will have the opportunity to work with different age 
groups on community projects in social recreation. 


REC 201 Recreation Administration 3 0 3 

This course is designed to introduce the student to basic principles and 
concepts of recreation administration. Primary emphasis will be on the 
administration of hospitals and municipal recreation programs. Adminis- 
trative concerns in personnel management, public relations, budgeting and 
finance, and legislation will be presented. 


REC 202 Recreation Leadership 3 0 3 

Basic skills in working with people is an important asset to the recreation 
leader who daily works with program participants, volunteers, staff, and 
the public. This course focuses on the types of leadership, parliamentary 
procedure, role playing, interviewing, training and recruiting volunteers, and 
human relations. Students will have the opportunity to observe community 
leaders and to evaluate their effectiveness. 


REC 203 Water Related Sports and Activities 1 4 3 
This course is intended to develop an understanding of the values, 
objectives, and skills involved in a swimming and water sports program. 
Particular attention will be given to swimming and water activities for the 
handicapped. The organizational and administrative aspects of a swimming 
program, teaching progressions and methods, and water games will be 
included. The water skills will be taught at a local pool. Prerequisite: None. 


REC 204 Individual Sports and Games it 4 a 
This activity course is designed to develop the student’s ability and under- 
standing of individual sports and games. The student will be given class 
instruction on the proper techniques, rules, and equipment with emphasis on 
adapting the activity to the abilities of the handicapped. Sports and games 


to be included are bowling, golf, archery, badminton, and tennis. Prerequisite: 
None. 


REC 205 Nature and Outdoor Recreation 3 0 3 

The purpose of this course is to acquaint the student with recreation and 
its relationship to our natural resources. Attention will be focused.on con- 
servation, wildlife, nature, projects for all seasons, and other outdoor 
activities. Planning a nature and outdoor recreation program for the handi- 
capped will also be stressed. Local points of interest will be visited. Pre- 
requisite: None. 


T-REC 206 Recreational Drama il 4 

This activity course explores the use of drama in a recreational setting. 
Particular attention is placed upon the type of drama activities which can be 
used effectively with handicapped children and adults. Creative activities 
such as pantomine, plays, stunts and skits, charades, story-telling, and 
costuming will be part of this course. In order to develop skill in drama, 
student participation will be encouraged. Prerequisite: None. 


T-REC 207 Practicum 0 6 2 
Student filed assignments in the municipal and hospital recreation settings 
will begin in the third quarter of the Recreational Therapy Technology Cur- 
riculum. The field placement is designed to give the student practical experi- 
ence while undertaking his academic work. The student will be under the 
direction of a full-time recreation professional. Evaluation reports of the field 
work will be submitted by the student and the professional. Prerequisite: 
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Two quarters of study in Recreational Therapy Technology is required before 
any on-the-job training is permitted. 


T-REC 208 Practicum 0 6 2 
Students will be placed in a setting different from the setting of the previous 

quarter. Six hours of field work per week will be required. This work will be 

under the supervision of a professional worker in a specific area of interest. 


T-REC 209 Practicum 0 9 3 
Nine hours of field placement will be required during the fifth quarter of 
the recreational therapy curriculum. 


T-REC 210 Practicum 0 15 5 

The sixth quarter of the Recreational Therapy Curriculum will primarily 
be consumed with practical work experience in the student’s chosen area of 
interest. (15) hours of field work or two days per week will be devoted to 
on-the-job training. This placement will be under the direction of a full-time 
professional. 


SOCIAL SCIENCE 


(No Prerequisites) 


T-SSC 201 Government and the Citizen 3 0 3 

A study of governent with emphasis on basic concepts, structure, powers, 
procedures and problems. The relation and significance of governmental 
processes to the individual citizen is also stressed. 


T-SSC 202 Contemporary Problems 3 0 3 

A study of the major problems of modern society, such as the position of 
minority groups in society and the problems associated with industrial and 
urban development. The course will also be involved in problems as they arise 
during the quarter, and will therefore be loosely structured to accommodate 
current events. 


SSC 205 American Institutions 3 

A study of the effect of American social, economic, and politica insti- 
tutions upon the individual as a citizen and as a worker. The course dwells 
upon current local, national, and global problems viewed in the light of our 
political and economic heritage. Prerequisite: None. 


T-SSC 206 Applied Psychology 2 0 3 
A study of the principles of psychology that will be of assistance in the 
understanding of inter-personal relations on the job. Motivation, feelings, 
and emotions are considered with particular reference to on-the-job problems. 
Other topics investigated are: employee selection, supervision, job satisfaction, 
and industrial conflicts. Attention is also given to personal and group dynamics 
so that the student may learn to apply the principles of mental hygiene to his 
adjustment problems as a worker and a member of the general community. 


SSC 1101 Human Relations 3 0 3 

A study of basic principles of human behavior. The problems of the indi- 
vidual are studied in relation to society, group membership, and relationships 
within the work situation. 


SPANISH 


SPA 101, 102, 103 Elementary Spanish 3 2 3 
A study of the basic elements of Spanish. Fundamentals of grammar; drill 
in pronounciation, reading, and special emphasis on oral expression in the 


137 


Quarter 
Hours Per Week Hours 
Class Lab Credit 


language. This sequence of courses is designed for students with less than 
two units of high school Spanish. 


SPA 201, 202, 203 Intermediate Spanish 3 2 3 

An intermediate Spanish sequence designed to provide a systematic review 
of basic grammar and to develop the ability to read with comprehension 
material dealing with Spanish Civilization. Prerequisite: SPA 103 or two 
high school units of Spanish. 


SPA 211, 212, 213 Advanced Spanish 3 2 3 

A sequence of courses conducted in the language, stressing the culture 
and history of Spanish, principally as reflected in the literature. Emphasis on 
advanced composition and reading of selections from Spanish literature. Pre- 
requisite: SPA 208. 


SPEECH 


SPH 101 Fundamentals of Speech 3 0 3 

The study and practice of oral communication. Emphasis is upon elementary 
physiology of speech, basic speech skills, speech composition, preparation, 
and presentation. Prerequisite: None. 


SOCIOLOGY 


SOC 201 Introduction to Sociology 3 0 3 

A study of the fundamental principles and concepts of sociology, with 
emphasis on contemporary American Institutions in relation to techno- 
logical change, ethnic groups, population trends, and social control. 


SOC 205 Marriage and the Family 3 0 3 

The study of family relationships, its forms and functions. Included in the 
study are marital choice; sex roles; sociolization; organization and functions 
of the American family. 


T-SOC 207 Rural Society 3 0 3 
A study of selected elements of rural sociology with emphasis on current 
social changes. The course provides a sociological background for the under- 
standing of rural social changes. Areas of study include rural culture, group 
relationships, social classes, rural and suburban communities, farm organi- 
zations, the communication of agricultural technology, rural social problems, 
agricultural adjustment and population change. Prerequisite: None. 


SURGICAL 


SUR 1101 Principles of Operating Room Technique 9 6 ii 

An introductory course devoted to developing an understanding of the 
principles of operating room techniques and acquiring fundamental skills 
essential to assisting in the operating room. Instruction includes environ- 
mental and personal orientation; weights and measures; anethesia; operating 
room procedures; operating room techniques; operating room personnel 
duties and ethical, moral, and legal responsibilities. Laboratory exercises 
are designed to provide practice and skill development. Prerequisite: None. 
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SUR 1102 Anatomy and Physiology 6 4 8 

A thorough study of the general plan of the body and the nine systems: 
nervous, circulatory, respiratory, muscular, skeletal, digestive, urinary, 
reproductive, and endocrine. The course is designed to acquire an under- 
standing of how the body controls its functions, how the body stands erect 
and moves, how the body distributes food and oxygen and removes waste, 
and how the body provides for reproduction. Prerequisite: None. 


SUR 1103 Microbiology 4 1 4 

An introductory course devoted to developing an understanding of micro- 
organisms as they relate to the operating room and the patient’s recovery 
from surgery. Laboratory exercises are designed to use the microscope, to 
operate a sterilizer, to disinfect an operating room, and to conduct a septic 
case. Prerequisite: None. 


SUR 1104 Surgical Procedures 10 0 10 
A thorough study of important surgical procedures related to the nine 
systems: nervous, circulatory; respiratory, muscular, skeletal; digestive; 
urinary; reproductive, and the endocrine. The course includes the use of 
radium. Instruction includes the use of special instruments and cue 


as they relate to each procedure. Prerequisites: SUR 1101, SUR 1102, 
SUR 1103. 
SUR 1105 Clinical Practice 0 20 10 


Applied practice in handling instruments, threading of suture, and 
operation of special equipment during an operative case. Instruction includes 
practical experience. Prerequisites: SUR 1101, SUR 1102, SUR 1103. 


TEXTILES 


TEX 1101 Yarn Manufacturing I 3 3 4 

A basis study of the function of yarn manufacturing. Emphasis is placed 
on yarn manufacturing with study of flow systems, functions of each machine 
and machine part, and the introduction of basic calculations related to yarn 
manufacturing. Yarn numbering is included. Laboratory exercises to supple- 
ment lectures are included. Prerequisite: None. Corequisite: TEX 1104, MAT 
1101. 


TEX 1104 Textiles Fibers 2 2 3 

A study of the physical, chemical and aesthetic properties of the major 
natural and man-made textile fibers. Included are methods of measuring 
properties, influence of fiber moisture regain on physical properties, and 
processing characteristics. Fiber identification by laboratory analysis is 
included. Prerequisite: None. 


TEX 1106 Weaving 2 3 3 

An introduction to the study of woven fabrics. The methods of preparing 
yarns for weaving, the weaving of fabrics, and the necessary calculations to 
produce a woven fabric are included. Laboratory exercises in the operation 
of the looms supplement the lectures. Prerequisite: TEX 1104. Co-requisite: 
TEX 1108. 


TEX 1108 Yarn Manufacturing II 5 CTU. 

A continuation of TEX 1101, including blending methods, effectiveness 
and influence on end product. Twist in its many ramifications, spinning 
limits; drafting methods, types and limits. Packaging, production, and the 
determination of mill balance are discussed. Conventional and new develop- 
ments in manufacturing concepts are included. Special yarn preparation 
systems are reviewed. Laboratory periods are used to supplement lectures. 
Prerequisites: TEX 1101, MAT 1101. 
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TEX 1110 Knitting 3 3 4 

A study of the selection and preparation of knitting yarns, knitting 
mechanisms and the structure of different types of spring and latch needle 
fabrics. The operation and adjustment of the basic types of knitting machines 
are included in this course. Laboratory exercises are included. Prerequisite: 
TEX 1108. 


TEX 1115 Textile Testing 3 3 4 

This course includes Physical Textile Testing. The Physical Testing in- 
cludes the methods and techniques of testing fibers, laps, roving, yarns 
and fabrics made from natural and synthetic fibers. Standard A.S.T.M. 
method and practices for the testing of textile materials are followed and 
a study is made of the various machines and apparatus employed in standard 
testing laboratories. Prerequisites: TEX 1108, TEX 1106. 


TEX 1120 Fabric Design and Analysis 3 3 4 

A study of the fundamental principles of fabric structure. It includes 
the study of the three basic weaves, plain, twill, and satin plus many of 
their derivatives. Instruction in fabric analysis techniques and the use of 
laboratory instruments for the determination of fabric construction details 
is included. Prerequisites: TEX 1108, TEX 1106. 


UPHOLSTERY 


UPH 1111 Upholstery Materials and Methods I i ett 5 

Includes history and periods of furniture; tools and equipment; hammer 
technique; staple gun techniques; spring up methods; webbing and burlap 
application. 


UPH 1112 Upholstery Materials and Methods II i) all 5 
A course in styles of furniture; basic upholstery methods; upholstering 
tight-seat and simple type chairs. 


UPH 1113 Upholstery Materials and Methods III 1 11 

Offers practice in upholstering loose cushion sofas and chairs; inside and 
outside upholstering; application of skirts and trim; upholstery of traditional 
furniture; hand tufting and piping. 


UPH 1114 Upholstery Sewing I 1 11 5 
Includes a study of upholstery sewing; basic operations of the sewing 
machine; simple sewing techniques. 


UPH 1115 Upholstery Sewing II 1 11 5 
Covers advanced upholstery sewing, sewing matched stripes, making 
patterns and other sewing techniques. 


UPH 1116 Upholstery Cutting I 1 11 5 
Job experience is devoted to basic cutting techniques; how to measure 
frames; cutting with shears; lay cutting. 


UPH 1117 Upholstery Cutting II 1 ial 5 


Includes how to make patterns, cut matched patterns; line up and cut 
stripe patterns. 
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WELDING 


WLD 1101 Basic Gas Welding 0 3 1 

Welding demonstrations by the instructor and practice by students in the 
welding shop. Safe and correct methods of assembling and operating the 
welding equipment. Practice will be given for bronze welding, fusion welding, 
filet welding, silver-soldering, and flame-cutting methods applicable to 
mechanical repair work. Prerequisite: None. 


WLD 1112 Mechanical Testing and Inspection 1 3 2 

The standard methods of mechanical testing of welds. The student is 
introduced to the various types of tests and testing procedures and performs 
the details of the test which will give adequate information as to the quality 
and economy of the weld. Types of tests to be covered are: destructive—free- 
bend, guided-bend, nick-tear, notched-bend, tee-bend; nondestructive—V- 
notch, Charpy impact, etc. Prerequisites: WLD 1120, WLD 1121. 


WLD 1120 Oxyacetylene Welding and Cutting 3 13 7 
Introduction to the history of oxyacetylene welding, the principes of weld- 
ing and cutting, nomenclature of the equipment, assembly of units. Welding 
procedures such as practice in puddling and carrying the puddle, running 
flat beads, butt welding in the flat, vertical and overhead position, brazing, 
hard and soft soldering. Safety procedures are stressed through the program 
of instruction in the use of tools and equipment. Students perform mechanical 
testing and inspection to determine quality of the welds. Prerequisite: None. 


WLD 1120-1 Oxyacetylene Welding and Cutting 2 6 4 
(Part time) 

WLD 1120-2 Oxyacetylene Welding and Cutting 2 6 4 
(Part time) 

WLD 1121 Arc Welding 3 12 fi 


The operation of AC transformers and DC motor generator arc welding 
sets. Studies are made of welding heats, polarities, and electrodes for use in 
joining various metal alloys by the arc welding process. After the student is 
capable of running beads, butt and fillet welds in all positions are made and 
tested in order that the student may detect his weaknesses in welding. 
Safety procedures are emphasized throughout the course in the use of tools 
and equipment. Prerequisite: None. 


WLD 1121-1 Arce Welding (Part Time) 2 6 4 
WLD 1121-2 Arch Welding (Part Time) 2 6 4 


WLD 1122 Commercial and Industrial Practice 

Designed to build skills through practices in simulated and actual industrial 
processes and techniques: sketching and layout out on paper the size and 
shape description, listing the procedure steps necessary to build the product 
and estimating time and material and then actually following these directions 
to build the product. Emphasis is placed on maintenance, repairing worn or 
broken parts by special welding applications, field welding, and nondestructive 
tests and inspection. Prerequisites: WLD 1120, WLD 1121. 


WLD 1123 Inert Gas Welding at 35 2 
Introduction and practical operations in the use of inert-gas-shield arc 
welding. A study will be made of the equipment, operation, safety and practice 
in the various positions. A thorough study of such topics as: principles of 
operation, shielding gases, filler rods, process variations and applications, 
manual and semi-automatic welding. Prerequisites: WLD 1120, WLD 1121. 
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WLD 1124 Pipe Welding 3 HZ at 

Designed to provide practice in the welding of pressure piping in the 
horizontal, vertical, and horizontal fixed position using shielded metal arc 
welding, processes according to Sections VIII and IX of the ASME code. Pre- 
requisite: WLD 1121. 


WLD 1124-1 Pipe Welding (Part time) 2 6 4 
WLD 1124-2 Pipe Welding (Part time) 2 5 4 
WLD 1125 Certification Practices 3 6 5 


This course involves practice in welding the various materials to meet 
certification standards. The student uses various tests including the guided 
bend and the tensile strength tests to check the quality of his work. Emphasis 
is placed on attaining skill in producing quality welds. Prerequisites: WLD 
1120, WLD 1121, WLD 1123, WLD 1124. 


WLD 1129 Basic Welding 2, 3 3 

Basic characteristics of metals, equipment, its construction and operation 
are presented by means of audio-visuals and other educational media. Weld- 
ing demonstrations by the instructor and practice by students in the welding 
shop. Safe and correct methods of assembling and operating gas and arc weld- 
ing equipment. Practice will be given in surface welding; bronze welding, 
silver-soldering, and flame-cutting and are welding methods applicable to 
mechanical repair work. Prerequisite: None. 


WLD 1130 Intermediate Welding iE 3 2 

Welding instruction and shop demonstrations in modern welding methods 
used by mechanics to fabricate steel and to maintain the equipment. The 
student learns procedures and techniques of joining frame members, support- 
ing members, struts, braces, and other parts according to approved practices. 
Prerequisite: WLD 1129. 
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